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PURCHASING AGENTS 


CONTROLLERS AND 


OFFICE MANAGERS 
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1100 SCEPTICS 
SENT FOR 
SAMPLES! 


When a colored pencil claims 


a. 
in any to take a perfect point in any 


sharpener, hold that point for 

sha rpener 4 over 4,000 check marks, and 
a make permanent, water-resist- 

every time! ant records, we don't blame 


anyone for being “from Mis- 


f 


HOUSANDS of tiny filaments interwoven in 

“Chemi-Sealed” VERITHIN’s patented lead 

——— make it so tough and “flexible” that it takes a needle 
point at every sharpening . . . holds that point under 

heavy pressure . . . and makes over 4,000 check 


—_—"_—s marks before it needs repointing ! 


VERITHIN PROTECTS YOUR RECORDS, TOO! 


aa Notations made with it will not smear or run from 
contact with moist hands or from accidental wetting, 
for Eagle VERITHIN leads, in every one of the 30 
brilliant colors, are made from insoluble pigments 

———— ... proof against every kind of water damage. 


souri.” To enable sceptics to 


prove these claims in their own 


offices, we cheerfully offer a 


free sample in any color de- 
sired. So far this year, over 
2700 Purchasing Agents, Office 
Managers, and other buyers 


have requested samples. 


WHY DON'T YOU? 


Use VERITHIN for safety and economy. Its extra 
= ~—S strength, extra smoothness and extra wear cost you 
nothing extra. 10¢ each . . . less in quantities. 


SEND FOR A FREE SAMPLE 


—_ Write us on your business letterhead, naming your 
pencil supplier and this publication, and we will send 
you one VERITHIN pencil in any color you select 

= from the following list: 


Take advantage of the free of- 
fer at the left and discover how 


good a colored pencil can real- 


lv be. 


*734 White 739 Dark Green 745 Carmine Red 
734Y Light Grey 739Y2 Olive Green 745Y2 Terra Cotta 
*735 Canary Yellow *740 Ultramarine 746 Sienna Brown 
—__ 735Y2 Lemon Yeliow 240M Sky Bive 746Y2 Tuscan Red 
736 Yellow Ochre bol oe *747 Black 
736! 2 Azure Blue 47! 
7 6Y2 Orange Ochre 742. Violet 747 Dark Grey Use QUICKMAIL 
737. Orange 742 L 748 Red and Blue 
ane 2 lavender ° a 
— 7372 Sea Green 743 Pink 750 Vermilion COUPON No 
738 Green 7432 Rose *753 Silver 
738Y2 Light Green 744 Scarlet Red *754 Gold 


* Your Chief Draftsman will like these colors for marking bive prints. 


m= EAGLE PENCIL COMPANY, 703 E. 137 ST., NEW YORK 
EAGLE PENCIL COMPANY OF CANADA, LTD, TORONTO 


Bh Se oe 


Eagle Pencil Co. 


703 EAST 13th STREET 
NEW YORK CITY 
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alone and unchanging, far above a world of chaos, is Switzerland’s inspiring 
Matterhorn. And standing supreme and everlastingly dependable is another Pinnacle—the 
highest achievement in typewriter ribbons and carbon papers. 


Businesses who specify and use these superfine rib- If you will write or send Quickmail Coupon No. 2 or phone the 
Columbia office nearest you, we 
shall be glad to show you, with- 
able and unchanging. Uniformity, beauty of write, out obligation, how unchanging 
. : . . Pinnacle quality, value and wear 
superb service, are all combined to give you an city: tin: dames adalat de 
your business. 


bons and carbons obtain the highest in value, depend- 


unquestioned assurance of unchanging quality! 


COLUMBIA RIBBON & CARBON MANUFACTURING COMPANY, INC. 
Main Office and Factory: Glen Cove, L. |., N. Y. 


New York Sales and Export, 58-64 West 40th St. 
Kansas City, Mo., Dwight Bldg. 
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A deluxe metal Auto- 
dex specially adapted 
for receiving "inlaid" 
solid bronze initials. Ini- 
tials applied into the 
special panels in a few 
seconds—and become 
a permanent part of 
the Autodex*, forever. 
A really unique gift 
showing genuine 
thoughtfulness. A gift 
that seems expensive 
far beyond its actual 
cost, a gift that builds 
good will every day. 


ZEPHYR-AMERICAN 


CORPORATION 
31 WEST 47TH STREET 
*Zephyr Autodex patent numbers—2,141,761; D-110,007 


Write now—learn all the 
details of how the Ini- 
tialed Autodex can build 
business for you constant- 
ly. 


lise QUICKMAIL 
COUPON nolL 


NEW YORK CITY 


IMPROVE Your FILES 


with these 


Constant Repeat Items 
Use Double-Top Z@pezanie 


TABS ARE THE 
TOUGHEST 


FILE JACKETS 


foal: vs sheath i oeae 


v & Sy eae RT sat = 


<r e 


Made in legal and letter sizes with 
1", 1Y¥2" and 2" expanding gussets. 


QUALITY-BUILT Double-Top File 
Jackets are the most economical and 
logical filing containers for grouped 
letters, legal files, orders, contracts 
and other bulky correspondence. 


You can be sure of a quality and 
satisfaction when you buy QUALITY 
PARK merchandise. 


Use QUICKMAIL 


COUPON x ME 


St. Paul, Minnesota 
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NVELOPE CO. 


Chicago Office 
Warehouse 


‘ 1 1-116 Merchandise 


November, |941 
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U4, / 
FEL ite Ml til, 


Gum for Executive Offices mmm / 4a 


gum for Stenographers EE /a—— 
S23 for Auditors Bwxsee «ooo 


Because— 4 

Parker preference has been PENS and SETS 

measured and established a 

above that of any other Imperial Vacumatic | 
all Laminated Pearl Vacumatic | 

a, Saas oo Sac and Sacless Duofold | 

of business people. Parker Writefine Pencils | 


Parker Desk-Pen Sets 
Parker Quink and “51” Ink 


See new catalog now ready 


THE JEWELS OF PENDOM 
WITH THE FAMOUS BLUE ¢ DIAMOND GUARANTEE 
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Used by the following: 


Executives 


Sales Managers 
Crew Managers 


Salesmen 
Routeman 
Collectors 
Credit Men 


taining prices, etc. 


You'll want our latest folder con- 


Production 
Check-ups 
Follow-ups 
Accounts 

Price Lists 


Stock & Office Records 


of any kind 


-= 


Use QUICKMAIL 


COUPON sof 
NEWPORT Specialty C.. 


Division of National Pad & Tablet Corp. 


130 East 13th Street 


New York, N. Y. 


Adaptable to any business for every purpose . . - 


WIND-O-FILE 


VISIBLE RECORD SYSTEM 
Practical—simplified—inexpensive. 
Use standard index cards. 
Patented window protects each card. 
Single, double and triple units. 
Present cards easily transferable. 
Used by every business for any purpose. 
Each WIND-O-FILE complete with 


standard. 


Retail 


$ ].25 


and up 


Send for latest 
folder om the 
complete line. 


THE DEPENDABLE 


GOLD MEDAL MARKING 


Free from grit. 


proof, or washable, as required. Made 
in a wide variety of types and shapes. 


For marking: Shipping tags ® Heavy 


paper packages ® 


Newspaper bundles 


®@ Boxes ® Crates ® China ®Crockery 
@ Glass ® Cellulose ® Tin cans and 
containers © Wet and Dry Lumber ® 
Leather © Rubber ® Rubber Products ® 
Silks © Rayons ® Oily, Wet or Dry 


Surfaces. 


Made in black and colors, packed 


one dozen sticks in a box — one 


gross in a container. 


Send for Catalogue illustrating full 
line of crayons, chalks, paste, water 


colors, etc., for commercial use. 


AND CHECKING CRAYONS 


Staonal crayons, like all Gold Medal 
Products, are the finest of their kind. 
Indelible and water- 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


BINNEY & SMITH CO. 


41 East 42nd Street, New York, N. Y. 
GOLD MEDAL PRODUCTS LEAD ON MERIT 


ee 
% 
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AN UNUSUAL DESIGN IN FULL LENGTH PRINTING WILL 
ATTRACT ATTENTION 


STRESS YOUR TRADE-MARK BY LITHOGRAPHING SEVERAL 


SSS 


ON A PENCIL 


mS aa Oo AD’ wT ANTE OB) 


ALL TYPES OF WOOD CASED PENCILS, MANY STYLES AND PRICES. 


OZARK PENCIL COMPANY 


ONE OF THE THREE DIFFERENT AND ATTRACTIVE BRIDGE PENCILS. 


Ch 


_D 


COMPLETE LINE OF ATTRACTIVE AND DURABLE 
MECHANICAL PENCILS. 


ONE OF THE MANY NOVELTIES, A MECHANICAL AND 
LIGHTER COMBINATION. 


The above items are only a suggestion 
of what the OZARK can offer you in 
its complete line of advertising wood- 
en, bullet and mechanical pencils. Let 
us figure with you on your requirements 
as we have many features to help you 
in your sales work. Send QUICKMAIL 


COUPON No. 45 today for full infor- 
mation to: 


LEWISBURG, TENNESSEE 


98 Seon eee |, 


Sure! Master-Craft Forms 
Cut Pay Roll Costs Plenty! 


See here how you can prepare all four pay 
roll records in one operation! Think how that 
would cut costs, prevent errors, and simplify 
your records. 


Believe me, with this Master-Craft line of 
loose-leaf specialties, | can show you plenty 
of other ways, too, in which you can speed 
up record-keeping and cut costs. I’m saving 
a lot of my customers money. That's why 
I'm getting their business. 

Send QUICKMAIL COUPON No. 3 


See Your MASTER-CRAFT 


‘ Dealer Today! 
Let him suggest equip- 
se ment that cuts the cost of 


keeping YOUR Records! 
Ask him to show you — 
how to cut Payroll Costs. 


SGHAW-WALKER 
MASTER-CRAFT LOOSE LEAF DIVISION 
Kal MICHIGAN 


“Built Likes 


OFFICE EQUIPMENT DIGEST November, | 94! 


For Purchasing Agents, Controllers, Office Managers 
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AN INVITATION... 
TO TRY THIS 

MACHINE «=. --> 
oN YOUR = est 


OWN WORK 


Win you try the Underwood Sundstrand Adding- 
Figuring Machine in your office without any obligation 
to buy it? 

We want you to know what the Underwood Sund- 
strand will do for you in your business . . . how it will 


speed up your work and cut your figuring costs. This EYES ON THE WORK 
simple ten-key machine that is so easy to operate— ... NOT ON THE 
adds, subtracts, multiplies, divides with amazing speed KEYBOARD te operator's eyes are 


and accuracy. fixed upon her ‘‘copy.’’ There’s no head-swing- 


Why not telephone or write today? ing or eye-shifting to induce fatigue and invite 


; ight 
Adding Machine Division... UNDERWOOD ELLIOTT FISHER eoten: Mad ‘eight thaws ‘yen: Kiere-enn ef the 


COMPANY ... Adding Machines, Typewriters, Accounting Machines, secrets of Underwood Sundstrand speed and 
Carbon Paper, Ribbons and other Supplies 
One Park Avenue, New York, N. Y. Sales and Service Everywhere. aUcUuracy. 


Underwood Elliott Fisher Speeds the World’s Business. 


THE NEW QUIETER 


STREAMLINED Underwood Sundstrand 
ADDING-FIGURING MACHINE 


Copyright 1940, Underwood Elliott Fisher Company To answer the above ad use QUICKMAIL COUPON No. | 
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|) THERE IS A FAST-GROWING 
;DEMAND FOR DEPENDABLE 
G-W OFFICE ACCESSORIES 


| Globe-Wemicke offers a wide variety of dependable 
| office accessories and filing supplies. These practical 
] and economical “business helps” increase efficiency 
. . - make work easier . . . save time and money. 
Your local Globe-Wernicke stationer is ready to 
serve you now... 

or use QUICKMAIL COUPON No. 11. 


Slobe-Wernicke 


: Cincinnati, Ohio 
| MAKERS OF OVER 4000 ITEMS — 
NEEDED IN OFFICES 


OFFICE EQUIPMENT DIGEST 


IS THE TIME TO 


GO 


places 


WITH 


STAEDTLER PENCILS 


Start building for the future—NOW. Start 
building sounder business—better work— 
better profits. Better pencils—Staedtler 
Pencils—will help you. There's a Staedtler 
quality pencil for every purpose. Ask 
your dealer. 


J. S. STAEDTLER, INC. 


53-55 Worth St. New York, N. Y. 
To answer this ad use QUICKMAIL COUPON No. 44 


NOW 
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PEXECUTIVE TYPE CHAIR: - 


Siiartly styled, generous ih sive and > 
/ <@arable: Designed icr permament® 


920 For Comfort 


She 


F LIFELONG STCEL CHAIS 


| Steelcase Easyrest Exétutive ond-Posture type es : 
“ave Gaily: demonstrating ‘their superiority in thétisan 
6h Pimerica's finest: business offices. 


& Oply-until extensive research had definitely proved th» 
2 ‘Beverai totally new seating principles: could: material!) 
"inerease seating comf6rt were these new type cha. 


put into: production... 


Since: their introduction, the many exclusive fieaxes 
features of désign, construction and éase of adjustime: 

have established a high: preference rating among users 
dor genuine corfort; durability and working: elfierncy. 


EASYREST Chairs Are First Choice! 


Buyers who check feature against feature, quality against 
quality— buyers who know true craftsmanship and efficiency 
of design, are quick to appreciate the outstanding merits and 
exclusive advantages of Easyrest Chairs. An investment in 
Steelcase Easyrest Chairs assures the maximum in long 
dependable service and dollar for dollar value. 


Why not investigate Easyrest Chairs as well as the complete 
line of Steelcase desks, files, cabinets, counters, lockers, etc. 


You will be pleasantly surprised. 


Get the Complete Facts Now! 


See your nearest Steelcase Dealer for prices and 
detailed information or send Quickmail Coupon 31. 
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FASTENER 


HAT with material shortages and all we've 
been wondering just how we could con- 
tinue to advertise ACCO PRODUCTS. And then 
we thought “why advertise Acco Products—what 
we really want is just to keep our friends and 
make new ones—to let them know we’re think- 
ing of them—to have an occasional chat with 
them—to give them a good tip when we can—to 


keep them ‘in the know’ on how things are 
going.” 


* * * 


Yes, we want to make new friends even 
though they may not turn into new cus- 
tomers right away. It is getting pretty 
hard for a manufacturer to add any new 
customers—not because there aren't plenty 
of them, but because few manufacturers 
have even enough goods to take care of 
all of the demands of their old customers. 
We hope everyone will understand and 
bear with us while this emergency lasts. 


* * * 


Millions of ACCO FASTENERS are being used 
by the Government and millions more in the 
nation’s business offices. And yet there are 
still many business men who do not realize how 
much easier and more efficient this little gadget 


would make their work. Why not find out 
about it? 
* * * 


This is, in fact, a good time to learn about 
a lot of better methods and better prod- 
ucts. When you are busy and time is 
important, any device is valuable which 
makes for greater speed, more efficient 
handling of the work, or saving in labor 
and money. 
* * * * 


We say this even though there may not be 
enough of these efficiency devices like Acco 
Fasteners to go round. For the seeds of better 
methods you plant now will grow many a crop 
of profits in the years to come. 


* * * 


All of which can be summed up by saying, 
“it pays to think ahead.” And that reminds 
us to suggest that you, too, try to figure 
your office needs as far ahead as possible 
and order as reasonably as you can. 


Use QUICKMAIL COUPON No. 22 


ACCO 


PRODUCTS, inc. 


“An Inventory of KISCO 
CIRCULAIR UNITS in 
Your Warehouse Is Better 
Than a Bank Balance.” 


INCORPORATED 


St. Louis, Missouri 


39th Ave. & 24th St. Long Island City, N.Y. 


- OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


Designers & Manufacturers of 


KISCO COMPANY 


39th St. at Chouteau Ave. 


Took the 
Spotlight 


The "HOTTEST" 
Line of "COOLING" 
Equipment Ever Built! 


Shown recently at the Chicago 
Stationers’ Convention, the new 1942 
Kisco CIRCULAIR Air Recirculators 
were the hit of the show. New, im- 
proved designs—New colors and 
finishes . . . New stepped-up Per- 
formance. Your Stationer will soon 
have them for immediate delivery. 


“Successor to the Fan" 


Replace Obsolete Fans, 
Cooling and Ventilating 
Equipment. 


NOW! 


Order your Kisco CIRCULAIR from 
your dealer NOW. Don't accept 2 
substitute . . . There is only ONE 
KISCO UNIT . . . The Original, 
Pioneer and Patented Air Recirculator 
... that gives you draftless recircula- 
tion the year ‘round. Try one out this 
Winter to eliminate stuffiness in dry, 
overheated rooms. 


Beautiful Modern Table Type 
Units, Useful The Year "Round 


Cooling and Ventilating Equipment. 


November, 1/94! 
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FRAMINGHAM, MASS. 


ASK YOUR DENNISON REPRESENTATIVE TO SHOW YOU SAMPLES 
or use QUICKMAIL COUPON No. 32 


November, 1941 OFFICE EQUIPMENT DIGEST 
Purchasing Agents, Controllers, Office Managers 


as = co ma... one Te see Ne, cae ee ae ae ee 
; Cees ee ee et ee a ee = 
Z = ee os =. : we Pe a ie me 
os aid ; ‘ c Ee. : i : 
= : s eo: oa 4 ieee ee m : 
e l= ee ae" aa ee aes ith 7. eee ( i 
by aS ee f ———— ll Men Rye 2 oe : 
Coie ae ; 3 Sie = a Pig ee RE 
ites is : : aN ae a - . oe ee SF 
5 aE se ; 2 ee ae ee 
ee 3 Do oe eC aes 2, ee eae a 
. ae ee — =. 
a a : r is aS is - Ok, a 
amen Manis a de a rl ; foe ag a 
Rebipeg ee a ad Rae: gee came 2 
4 “ , 18 eRe 7 
, rd ‘ (2 ae ae Ey tha fa ‘ ‘ 
g ne ash ie i a ag ee) - ‘ o oy, " om 
ee aes re a eS coe ta x Se Rakes) Ate ee eu. si : . 
5 iy ae : i ee 2: ee ET ad a ea a ee 
= yore c a ee ee oe eer ie ee SS ae ot ee a ee 
‘ Pes Ros _ 1 aii pe ae ae: oe ‘3 ae. : : 
4 ae —_— i eee ee be ee ba on. 
ee aa iz eo ena ‘ mae i an Ce, Gaiee : 
a ee . i Bc. . Be te ee ae ee. gee. a sms Stns ; i 
a ae en “ ‘ ee Be 2. oe 
. ae : : — Bi ee ee aa ee ee ; a 
a : ae ae : Be by. ye eS pk ak pe i — 2 
ee a ae aD eee 4 2 Pope ite, ; ie ee 2. a 
4 i ot : oi on ie 5 ae ae + 
7 ' ee : y pie eae eae es — aa 
: be i. : Ss ; ae es “ig a ee ee D i 
"WE GA a aa ree a ae eis ne - a 
ae . * \ 0 A eee Fae joe ae; ; Vaae 
ORS ee Sie Oe Aa ae aes : 
cae ie ’ P eee Ey - a : a 
age ee * , 2 Poe ae ee = 
ye hes f, se ee - ae : ; 
i ete ae 4 sess cre a Bi ae PS my 
4 . P A ; err . * a : me ae = " 
oe i Z e e } Pal we ; ieee moe. 
ee en = x e? clan . a 
: P . ’ # a te : 
Kc i a " 2 ; 
i =. : a se a a q 
: - ES = F cats oe a , 
i ome a Do Shee 2 
Mia ch = i sf ae het al ual i 
: ae | Be eo ae 
re < oo Ve 
By ey : e oss : a 
io : 4 : i az : Ne, el. a 
: Hise = ae ‘ : 
a ee 
meu vocal he i ¢ + \ ae : Piensa eee : 
‘eae oo ig * w —. Be. a Pe : 
oe: we : a .: oe oe bee a! ae ns 5 
“ah be 2s 3 are -_ ee Ld ned i ae Liege pea “ re b 
ce a: sia - aa ee. ae = a 
aN : ; a z ; “a her meee eee Wate 3s £ Re oe, 
ee es =e cr : i iad iv) ae re ee ms ae Per ee 5 Ot AG ae A 
ise og Ge 4 wi ‘ae oP 34 er ea - eo ae aoe: oe A, . 
ee a ec aa ae: ies — ee. ate sake ae oe ee ee ee 
Base: Bees : _ ey ae 22 jae ha oS i ae 
id Se pee 3 ie a 4 4 sae - pa ae S ataeimmneeey 18 ot ee eae 
‘ oe eae : a Ros a! : ey | ae Lae aise gt ioe ee ae 
ee . = a «= i - ae -«. : 
ban a oe : = ee SS eee + —— fee ee: A ce oat. 7 
De oa Ee ay Bo Q's a a — eo i. ay 
. 4 i : o " = eae ao ee a pr Ae 
ie 4 p 3 rs Bikes 7 ae a ‘ M a 
: i pie ee é 
an a5 = 1 Bet ¢ one 
eae me pi: = 4 fi 7 he “. Z bs . 
a 5 : eg set a? eS ae ee no ; 4 
a = a a eT ae Brae ag ae ~ a eee i Be he 
a Hee oe ae ee oS bee. ee): ae a i pee ae a 
{ =a eee a oe oer ae ces un Pee i 
jae A ; . 
— - oo IE ae Ae ed ae trap * ld ee é 3 ‘ 
eae ” ) 3 A i a ee. 2 % r : f ee. 
ts ton amen. - 


Aerr buyers go to The Fifth Avenue 
Building first. Because they have discovered 
that here, under one roof, is a wide variety 
of displays by leading makers of fine station- 
ery, greeting cards and playing cards. Here 
they inspect lines quickly . . . and save days. 


The Fifth Avenue Building is easy to 
reach. A subway entrance in the building 
connects directly with railroad terminals. 
Buses pass the doors. Good hotels are close. 


OFFICE EQUIPMENT DIGEST 
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‘Have him 
take us 
to The Fi 
Avenue 
Building... 


we'll see the 
pick of the 


lines there’”’ 


Thoughtful owner-management makes it 


easy for the buyer. The Visitors’ Bureau, a 
completely equipped suite of offices, is for 
his free use. The Conference Room, seating 
over forty persons, is used by tenants. An 
efficient Information Bureau aids both tenant 
and buyer. Two restaurants serve fine food. 


Make The Fifth Avenue Building your 
headquarters when you are in New York. 
You'll be impressed by its many advantages. 


The FIFTH AVENUE BUILDING Fea 


""MORE THAN AN OFFICE BUILDING'' 
BROADWAY AND FIFTH AVENUE AT MADISON SQUARE, NEW YORK 


Me 41 
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| 
at a thousand peaceful desks 
PEACEFUL desks? Yes... far away from bombs and blitz 


and bloodshed come the calculations that must be made before 
a new factory is built or a new weapon designed or an employee 
paid...the calculations whose swift, accurate flow promotes swifter 
production of the goods to make America strong and secure. 


On thousands of such desks, all over America, the Remington 
Rand Printing Calculator does this time-saving job in three es- 
sential ways...as a complete calculating machine providing printed 
electric multiplication and printed automatic division. ..as a fast 
adding-subtracting-listing machine ...and when equipped with 
wide carriage, as a low-cost statistical machine, able to print cal- 
culations directly onto large forms. 


In every kind of business today... retailing, wholesaling, banking, 
shipping, manufacturing...thousands of Printing Calculators are 
saving time (and thus helping speed distribution and step up 
factory production) on every kind of calculation...markup, inter- 


est, employees earnings, cost estimates, inventories, taxes, invoice 
and order extending. 


There’s a way this sensatic-nal figuring machine, the only one 
of its kind, can save you time in your business. Let us prove 
it in a way that won’t obligate you in the slightest. 
See the machine in operation, at your office or 
ours. Today...Call the Remington Rand 
branch office nearest you...or phone, 
wire or write Remington Rand Inc., 
Buffalo, New York. 


It will pay YOU to investigate 
the ONLY Calculator that 
PRINTS as it divides auto- 
matically, as it multiplies, 
as it adds and subtracts .. 


se WIOKMAIL _ The 
ATES 2k |. Remington Rand 


Printing 
Calculator 
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Late, great time-waster in 
many an office was the cheap, 
inferior pencil. Now limbo- 
bound, as a result of scientific 
laboratory tests, in which the 
“bargain” pencil was found to 
consume surprising amounts 
of ener 

iat nnn readings 
showed that 4 hours of writing 
with poor pencils was just as tir- 
ing as running almost a mile. 


Switch Cuts Fatigue 50% 
Found: Exhaustive tests proved 
that switching from wasteful 
pencils to feather-touch Dixon 
Ticonderoga saved 50% of the 
energy expended. 

Lost many times over are the 
pennies saved by penny-wise 
pencil purchases. 


Who Benefits? 

Clerks, salesmen, stenographers, 
executives, accountants, teach- 
ers, journalists, students—in fact, 
everyone who writes, benefits by 
this switch. Scientifically smooth 
leads contribute to a new-found 
ease in writing. Using Dixon 
Ticonderoga pencils in an office 
is a matter of dollars (and sense ) 
in increased efficiency. 


Dixon Ticonderoga 
Quantity Purchasers: Get quo- 
tations from your stationer or 
stationery dealer. 

You can help your country 
save metal by using pencils with- 
out rubber tips, such as Dixon 
Ticonderoga 1390—2 soft 
(rounded edge), 1360 —2 soft 
(round), also available in de- 
grees 1—very soft, 27% — firm 
3—hard, 4—very hard. « 


USE quioKmatt 
DIXON coupon no. 


TICONDEROGA 


An extraordinary 5¢ pencil. Get quantity quota- 
tions from your stati or y dealer. 
Joseph Dixon Crucible Co., Dept. 6-310, Jersey City, N. J. 
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“he Perfect Gober Tab 
SAVES FROM 


20% to 40% 


FILING SPACE 


Because all the bulk of the card guide is 
entirely above the body of the guide, no 
more thickness in indexing material is re- 
quired than the small thickness of the press- 
board used. Thus, there is no extra bulk 
which ordinarily takes up valuable filing 
space. 


Adequate filing space has always been the 
business man’s problem. And conditions as 
they are today make this problem more 
serious than ever before. 


For this reason your customers will welcome 


BARKLEY /%/,stic TAB INDEXES . . . THEY 
ARE REAL SPACE SAVERS. 


ADDITIONAL SALES FEATURES... 


@ RELIEVES EYESTRAIN 
@ ANGULAR VISIBILITY 


@ NO CUTS OR SCRATCHES 
Send for samples and 
complete Information 


Use QUICKMAIL 
COUPON No. 23 


_ ESTA — 1921 


— ¢Manu 


517 S. JEFFERSON STREET : CHICAGO, ILL. 
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That’s what executives want in leather 
upholstered office chairs too. And, 
COMFORT is what they get if they 


specify chairs made by 
JASPER CHAIR CO. 


- 
<% a -> 
- » 


The overwhelming preference for the JASPER 
CHAIR COMPANY line comes not only from the 
wide choice of styles but also from the careful crafts- 
manship and superior materials that goes into each 
individual chair. 


The next time you have to buy chairs ask your dealer to 
show you the JASPER CHAIR COMPANY line. 


lise QUICKMAIL 
COUPON xo ME 


JASPER CHAIR CO. 


JASPER INDIANA 
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QUICKMATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office equip- 
ment and stationery field to the Quickmail Coupon System — a patented new 
inquiry system which saves hours of time for readers in answering advertisements 
and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


. Only | minute plus Ic to make an inquiry. 
Brings you the latest information. 
Identifies the source of your inquiry. 
. Gives you a pre-addressed, gummed mailing label ready for use. 


SIMPLE TO USE: 


Stick the coupon on the 
stamp side of a postal card, 
write your firm name and 
address on the back and 
mail. You may also stick 
the coupon on your letter- 
3 ; a : head, sign your name and 
ca ae title, and mail in your own 
7 ae envelope; or stick the cou- 

The New Ad ; The New 4 : pon on your envelope and 
‘ | ; P enclose your inquiry or 
Technique 7 : : se order for specific mer- 


chandise. 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Use ie * CAcdnual Coupons Opposite his P. age 


Oiges 
Send Details Per 
Offer Your Nov. Ad 


Senc 
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Eagle Pencil Co. 
Record 

104 S. 4th St. 
Dennison Mfg. Co. 

Framingham, 

New England 
Paper Punch Co. 
95 Washington 

Ave. 

m Natick, Mass. 

53-55 Worth St. 


703 East 13th St. 
ew York, N. Y. 
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Koh-l-Noor 
Pencil Co., Inc. 
373 Fourth Ave. 

N. Y. C. 
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Chair Co. 
_ Magnolia St. 
Fair Furniture Co. 
215 Chestnut St. 
W. Pico Bivd 
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HIGGINS INK CO., INC. 
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OFFICE EQUIPMENT 
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Edited for PURCHASING AGENTS, CONTROLLERS & OFFICE MANAGERS 


INFORMATION FOR SUBSCRIBERS: Subscription $2.00 a year (two 
years $3) in United States and its possessions, Canada, Mexico, Cuba. 
Other countries $1.00 extra yearly. Single copies are 25 cents. 
Each paid up subscription includes a free copy of Who Makes It 
& Where, the recognized trade directory of the office equipment 
and stationery industry. Coomne 1941 by Andrew Geyer, Inc., all 
rights reserved. Also publis 


er of Geyer's Topics, Who Makes It 
& Where, The Gift & Art Buyer, Sports Age. 


NOVEMBER 1941 


DESIGN FOR EMERGENCY 


Joint Department of Commerce and OPM program for the 
reduction of varieties and the utilization of substitute materials 
in all manufactured products is keeping designers in the 
office equipment industry very busy these days. Watch the 
pages of Office Equipment Digest for news of the new office 
tools they are creating! 


EDITORIAL OFFICES: 260 Fifth Avenue, New York City, (Tel. 
LExington 2-1121), Cable ‘‘Optimus'’; Dudley T. Cornish, Associate 
Editor; Hugh Ward, Promotion Manager; M. T. Weeks, Circulation 
Manager; James V. Quirk, Production Manager; B. Brussel-Smith, 
Director.. ADVERTISING: Donald McAllister, Manager; Fred Stein- 
hilber, Paul Reed, Wm. H. Hasbrouck, Jr. 

BOSTON, 212 Summer St., Room 503 (Liberty 1). A. C. Kretschmar. 
CHICAGO, 977 Mdse. Mart (Del. 1841), John M. Smythe, Paul Yocum, 

Irene Glen. 

LOS ANGELES, 857 S. San Pedro (Trinity 2324), Josephine L. Fisher. 
SAN FRANCISCO, 74 New Montgomery St. (Sutter ), Alexander 


Ratfray. 
ST. LOUIS, 915 Olive Street (Chestnut 1965), James R. Wright. 
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No. II 


Avoiding flee Waste 


ROM the Studebaker organization’s headquarters at 
: South Bend, Ind., W. E. Tarr, general office manager 
of that company, has just sent out to all Studebaker 
office workers a folder warning of office supply industry 
shortages which will arise from defense program utiliza- 
tion of essential basic materials, and calling on all Stude- 
baker people to conserve such supplies. The folder pro- 
vides space for office people’s suggestions on conserva- 
tion, which are to be sent to the Studebaker Office 
Methods Division, there to be summarized and distributed 
to everyone doing office work for the company. 

Not every American office uses up office products at the 
rate indicated by Studebaker’s annual consumption of 
such items as 11,000,000 clips and staples, 300 pounds of 
rubber bands, and 60 miles of typewriter ribbon, but no 
office these days is so small that it can afford to ignore the 
necessity of getting the full value out of all its supplies 
and equipment. Few offices have heretofore made con- 
sistent effort to get from their office tools the utmost effi- 
ciency of performance which the manufacturers have 
built into them. It takes our progressive involvement in 
wer, alas, to make us do what our own self-interest should 
normally have impelled us to do. 

Let’s be conservative in the good sense of that word. 
As shortages of one sort or another develop in the office 
equipment and supplies industry, let’s not waste what it 
is difficult or impossible to replace. In an era of rising 
costs, rising prices, and rising taxes, let’s not find our- 
selves having to cut down on our purchases of new, essen- 
tial office tools because of extra spending occasioned by 
wastefulness. 


Published monthly by 


ANDREW GEYER, INC. 
Established 1877 


260 FIFTH AVENUE, NEW YORK. N. Y. 


M. A. Geyer, President; James E. Neary, First Vice-President: 
Donald McAllister: Second Vice-President: T. V. Murphy, Editor. 
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STANDARD JOB DESCRIPTIONS 
USED IN SURVEY 


The standard job descriptions used in this survey are as follows: 


|. Stenographer, Sr. —Takes varied and rapid dictation of any degree of difficulty and transcribes 


from shorthand notes. 


Il. Stenographer, Jr. —Takes routine dictation or that of simpler nature or in limited fields and 
transcribes from shorthand notes. 


Ill. Transcriber, Sr. —Transcribes from wax cylinders varied dictation of any degree of difficulty. 


Transcriber, Jr. —Transcribes from wax cylinders dictation of simpler or routine nature or in 


limited fields. 


Typist, Sr. —Types rapidly and accurately varied material of any degree of difficulty in- 
cluding typing from rough drafts, tabular and statistical material, stencil 


cutting, etc. 


Typist, Jr. —Types simpler material of limited variety such as straight typing from printed 


or clean copy, form typing, non-statistical reports, etc. 


Messenger —Runs errands. Collects and distributes mail. Opens and puts up mail. 
May operate duplicating machines. 
File Clerk, Sr. —Classifies, indexes, records and files correspondence, cards or other documents 

of any nature. Charges out material. Maintains tickler files. Searching and 
transfer of files. 


File Clerk, Jr. —Sorts, arranges and files cards or papers by alphabetic, numeric or date 
classifications after having been classified and indexed. Withdraws and refiles 


filed material. Performs routine clerical work related to files. 


Receptionist —Greets and directs visitors. Requires tact, good personality and thorough 
knowledge of company organization. May perform simple clerical duties. 


Telephone Operator —Operates switchboard or PBX and keeps records pertinent to telephone service. 


Telephone Operator-Receptionist—Operates switchboard or PBX and greets and directs visitors. 
simple clerical duties. 


May perform 


Bookkeeping Machine Operator —Operates bookkeeping machine or typewriter with calculating attachments in 
connection with accounts payable or receivable, cash receipts and disburse- 
ments, etc., from miscellaneous or prepared media. May include ledger 
stuffing or other incidental clerical duties. 


Billing Machine Operator —Operates billing machine, types invoices and bills from original orders or 


shipping papers. May include some checking of calculations and other data. 


Calculating Machine Operator —Computes or verifies by machine all types of calculations involving addition, 
subtraction, multiplication and division. May involve some tabulating or 


related clerical activities. 


Key Punch Operator —Punches and verifies tabulating cards. May involve some coding. 


Tabulating Machine Operator —Operates machine tabulators and sorters. 
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VAL SALARY SURVEY 


jonal Uitice Management Associati 


Is your company's salary scale in line with the market? Without this information, discussion of 
salary adjustment for any group of office workers cannot be conducted intelligently. 


4 Study by the National Research Committee. 
Summarized by E. Hl. Conarroe. Chairman 


N.O.M.A. Research Committee for the year 1940-41. Factual infor- 

mation on salary rates in effect should be useful at all times. It was 
felt, however, that this subject would have special interest and value at 
the present time because of the unusual conditions that office executives 
are obliged to meet. It should be helpful to such office executives to have 
available some means of comparing the salary rates in effect in their 
company with the average rates for the community or region. The National 
Salary Survey was conducted for the purpose of providing this basis of 
comparison. 

The study brings together data on actual salary rates in effect for the 
specified positions in more than 250 companies located in 24 different 
communities and in many sections of the country. The companies report- 
ing, representing a wide variety of industry and commerce, employ well 


[ National Salary Survey constituted the major project of the 


Mention editorially in September OFFICE EQUIPMENT DIGEST of the 
1940-1941 office salary survey carried out for the National Office Manage- 


ment Association, Philadelphia, by its National Research Committee headed. 


by E. H. Conarroe, brought so many requests to this magazine for copies 
of the survey report that the Association’s permission was asked and i- 
ously granted, to reprint the report in full in this issue of the DIGEST. 

In the history of notably constructive achievement of the Association 


and its Chapters throughout the country, this survey takes a high place for 
timely value. 
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in excess of 50,000 office workers. The salary data reported covers a 


total of 21,417 employees. 


It is believed that this is the first survey of this kind that has been 
attempted on a national basis. There have been local or regional studies 
conducted from time to time, notably those by the Detroit and the Atlanta 
Chapters of the N.O.M.A., special studies in the regions of Springfield, 
Massachusetts and Bridgeport, Connecticut, etc. There has been little or 


no attempt to develop any such data on a national basis, however. 


The principal difficulty and weakness of wage and salary statistics has 
been the incomparability of the jobs included. The mere fact that jobs 
have similar job titles does not necessarily mean that they are identical as 
regards the specific duties performed. Usually there are variations in the 
nature of the work and in the relative time distribution that would directly 
affect the valuation of the job. Length of service is another factor that 


might have some bearing on salary rates. A company employing predom- 


Position 
Stenographer, Sr. 
Stenographer, Jr. 
Transcriber, Sr. ...... 
Transcriber, Jr. ...... 
Typist, Sr. 
Typist, Jr. 
Messenger 
File Clerk, Sr. 
File Clerk, Jr. . 
Receptionist ........ 
Telephone Operator 
Tel. Oper.-Receptionist 
Bookkpg. Mach. Oper. 
Billing Mach. Oper. 
Calcultg. Mach. Oper. 
Key Punch Operator 
Tab. Mach. Operator 


Stenographer, Sr. .__ . 
Stenographer, Jr. .. . 
Transcriber, Sr. 
Transcriber, Jr. 
Typist, Sr. 
Typist, Jr. ..... 
Messenger 

File Clerk, Sr. 

File Clerk, Jr. 
Receptionist ........ 
Telephone Operator 
Tel. Oper.-Receptionist 
Bookkpg. Mach. Oper. 
Billing Mach. Oper. 
Calcultg. Mach. Cper. 
Key Punch Operator... 
Tab. Mach. Operator.. 


Report of the National Salary Survey of the 


1940- 


Summary of Average Monthly 


MALE 
Boston | Bridgeport | Hartford | New Haven Buffalo 
16 Cos. 8 Cos. 5 Ges 2 Cos. 12 Cos. 
No.of No. of No.of No.of No. of 
Empl. Rate/Empl. Rate/Empl. Rate|Empl. Rate|Empl. Rate 
6 $ 85 
1 $ 87 2 77 1 $ 80 
7 $99 3 76 1 100 
1 82 1 74 
51 76 6 | © $97 1 69} 19 69 
Zz 93 is 
2 82 1 65 7 3 
i 22 ] 75 > WS 
1 81 
3. 104 1 108 1 74 4 139 
1 108 “6 79} 10 100 
3 81 3 83 
14 129; 1 110 2 kG 
FEMALE 
88 $109] 28 $110] 33 $112 7 $112] 63 $126 
69 88| 26 78| 41 90 o 94) 68 91 
se 6105) 15 88 8 109 2 91} 13 108 
22 85| 7 y 3 75 1 69 3 87 
40 98} 21 89} 29 S21. 32 $3 $2 89 
38 80} 13 daa, &7 76 9 71}. 32 72 
10 3 17 66 1 65 
28 100 9 86| 15 89 1 S271 13 89 
41 76 8 72\ 32 72 69| 15 70 
5 108 1 115 a 78 1 82 S 113 
14 108 3 98 2 119 12 109 
10 92 6 92 2 i208 6 95 
30 94) 16 95 a 87 16 «(101 
33 89 8 85 51 79 
92 90} 14 83} 32 90 6 90} 39 96 
26 88 8 89| 16 84 7 78 
3 83 1 130 9 93 z 130 
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inantly young, inexperienced workers would probably have a generally 

lower salary scale than a company with long service, experienced employees. | 
The location of the company within the community, the neighborhood in 
which it is located, and the physical surroundings or working conditions 
might have some bearing on salary rates. Companies operating under 
unfavorable conditions may find it necessary to compensate in part for 
this through a higher wage scale. Hours of work, of course, is another | 
factor, and as regards the comparison of data between communities, the | 
size and location of the city would have some effect. 

In planning this National Salary Survey an effort has been made to 
offset as many of these variables as possible. It has not been possible to 
provide for all of them, however. 

To make the data as comparable as possible, the survey was limited to 
relatively few of the simpler standardized positions that are found in most 
office operations. A detailed job description was prescribed for each and 


National Office Management Association 
1941 | 
Rates of Pay — By Chapters | 
MALE 
New York |Philadelphia| Pittsburgh | Rochester Syracuse Atlanta* Richmond 
24 Cos. | 25 Cos. 3 Cos. 24 Cos. 1 Co. 26 Cos. t 
No.of | No.of No. of No. of No.of No. of No. of 
Empl. Rate|Empl. Rate|Empl. Rate|Empi. Rate|Empl. Rate Empl. Rate/Empl. Rate 
35 $181} 15 $127] 2 $137 6 $101¢} 3 $128 
7 98} 1 90 1 110 
2 103 
1 80 
3 138] 23 97 2 «75+ 
2 95 2 #731 6 66 
367 70|}127 69| 17 66] 60 $65| 5 $58] 28 80] 24 61 
15 173} 29 112] 5 ~~ 82 2 98t| 3 86 
18 113} 78 100} 2 ~~ 65 ce RR | 
29 #153] 4 #4218] 21 115} 2 139 2 98] 1 68 
19 127] 1 95 6 lll 
7 107 
3 133! 26 127 2 128 15 96| 14 91 
12 117 1 108 5 107 
34 120} 1 110 > 
15 98} 1 115 
69 119| 64 116| 1 115] 18 121 
| 
FEMALE 
487 $132|375 $111| 60 $144|203 $124) 18 $ 95/235 96} 82 $113 
293 96/171 87| 53 90/243 90) 4 84 48 80 | 
179 115/148 95} 7 135] 40 105} 2 73 17 108 
2.67119 Sit Bim 4 77 
274 106/477 98! 13 80] 76 95! 4 82/286 824] 36 89 
987 94/251 73/12 71/159 74| 1 ~ 69 41 73 Demaiatiatign for the 
225 98] 61 74| 2 #«1967| 31 65! S 55| 48 75116 £54 Chapters were devel: 
93 113} 79 102} 3 93] 32 96} 5 88/139 541 22 92 Coe ter surveye. DFIOF | 
454 86/287 77| 1 465| 59 73| 7 += «72 48 69 to the Marke 1ob elas- : 
30 «=©95} 22 102} 8 103] 11 110 8 9] 6 7 Cag Eg ye 
132 116} 60 100} 38 111] 21 108) 3 £95] 38 941] 13 100 believed to be gener. 
16 118; 4 98/ 3 84] 13° 101 5 88 Detroit Survey” made 
50 114/163 104) 3 105] SO 98| 7 89! 59 101] 36 83 tween male. and fe- | 
152 101} 69 86] 42 114] 33 96| 8 77/140 97] 26 81 a ee 
740 109/301 94] 34 102] 79 93/ 13 86/169 102 | 74 ~ 89 between Senior and 
210 107/162 87| 8 126| 65 88! 3 88] 50 95|] 8. 75 oe a-ak: ae 
50 120! 16 106] 8 126] 12 115] 6 91 7 88 panies not reported. | 
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not identical on a 
believed to be gener- 
ally comparable. The 
Detroit Survey made 
no segregation be- 
tween male and fe- 
male employees. 

+ No 
between 
Junior Positions, 

+ Number le 
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Position 
I. Stenographer, Sr. .. 
Stenographer, Jr. 
Transcriber, Sr. . 
Transcriber, Jr. . 
Typist, Sr. 
Typist, Jr. 
Messenger 
File Clerk, Sr. 
File Clerk, Jr. 
Receptionist 
Telephone Operator. 
Tel. Oper.-Receptionist 
Bookkpg. Mach. Oper. 
Billing Mach. Oper. 
Calcultg. Mach. Cper. 
Key Punch Operator 
Tab. Mach. Operator 


Stenographer, Sr. . 
Stenographer, Jr. . 
. -Transcriber, Sr. . 
Transcriber, Jr. . 
Typist, Sr. 

Typist, Jr. . 
Messenger 

File Clerk, Sr. . 
File Clerk, Jr. 


MALE 


Report of the National Salary Survey of the 


Summary of Average Monthly 


1940- 


X. Receptionist } 
XI. Telephone Operator. . 
XII. Tel. Oper.-Receptionist 
XIII. Bookkpg. Mach. Oper. 
XIV. Billing Mach. Oper. 
XV. Calcultg. Mach. Cper. 
XVI. Key Punch Operator.. 
XVII. Tab. Mach. Operator. 


Akron Cleveland Chicago Detroit* | Des Moines 
9 Cos. t 11 Cos. | 1 Co. 
No. of No. of No. of No. of No. of 
Empl. Rate/Empl. Rate/Empl. Rate|/Empl. Rate/Empl. Rate 
10 $142 1 $200 6 $133 1 $ 95 
5 105 1 100 l 95 
l 125 
2 100 2 127 
2 73 
78 59} 18 73 | 228 ¥ x 3 65 
9 120 4 99 
2 70 12 65 
6 141 1 130 
3 131 
1 108 8 95 5 151 1 130 
106 l 125 > Wz 


235 $116 
108 82 
44 110 

2 65 
68 87 

8 72 
17 71 
28 98 
10 68 

| ee 
16 103 

4 84 
16 107 
32 93 
159 101 
67 101 

5 98 


53 $118 
50 («OO 
32-107 
19 83 
36 93 
26 «74 
11 70 
14 94 
15 74 

7 102 
10 107 
11 95 
15 100 
26 «O95 
69 90 

6 103 

4 124 


239 $130 
127. +100 
46 106 
15 102 
150 102 
66 84 
40 69 
48 117 
70 90 
BS itis 
32.119 
5 109 
83 = =109 
25 104 
151) 105 
22 + =105 
o> HBF 


$113 


112+ 
89+ 
74 
82 


109 
102 


103 

94 
101 
107 


115 


12 $111 
7 © 
p 65 
1 100 
2 78 
3 85 
9 93 
3 83 


contributors were asked to report only for those positions meeting the 


specifications. For several types of work a segregation was made between 
senior and junior employees in order to secure greater comparability. 

To provide for the length of service factor, three length of service classi- 
fications were specified under each position, namely, under 2 years, 2 to 5 


years and over 5 years. 


To permit some measurement of geographical differentials, the study 
was conducted on a chapter basis, a separate compilation being made for 
each community participating. This was done with the thought also that 
it might be possible for these local chapters to restudy the subject from 
year to year and in that way develop comparative data on salary trends. 

Finally, the positions were segregated between male and female em- 


ployees. 


The results of the survey are presented in the appended table covering 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


statistics for 24 chapters. In this table a major segregation has been made 
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National Office Management Association 
1941 


Rates of Pay — By Chapters 


MALE 


Kansas City | Minneapolis | St. Louis Dallas Knoxville | New Orleans |Salt Lake City 
9 Cos. 23 Cos. 4 Cos. 8 Cos. 7 Cos. 4 Cos. 8 Cos. 

No.of No.of No.of No. of No.of No.of No.of 

Empl. Rate|Empl. Rate|Empl. Rate|Empl. Rate Empl. Rate|Empl. Rate Empl. Rate 
1 $124] 30 $104 2 $170 2 $132 
l 150 1 115 l 125 4 $100 1 100 


113 


80 l 75 1 $ 60 


i] 


116 


67} 52 69} 12 69 
100 8 95 2 158 l 65 1 60 2 92 
66| 14 87 8 94 1 55 1 65 
2 


100 
104 


90 


NRK ARPEFUNANK ACA UWL 


83 7 73| 24 94 2 73 
89; 10 106 80 6 78 2 85 1 85 
100} 20 93; 1 190 7 87 3 93 
84); 10 87 4 91) 16 81 1 85 1 100 
90} 17 87 | 24 84] 31 85 5 86 
83} 10 84 5 73 2 70 
2 1 


November, 1941 


between male and female employees and the chapters have been arranged 
by major sections of the country to facilitate area comparisons. Thus, there 
are shown, first, the New England states, next the Middle Atlantic states, 
next the South Atlantic states, next the East Central states, next the West 
Central states, next the South Central states, and finally, the Mountain 
states. There were no representatives from the Pacific Coast area. 

For each chapter the table shows (a) the number of companies reporting 
and (b) the number of employees and (c) the average monthly rate of pay 
for each of the 17 positions listed. The original data submitted included also 
the highest and lowest rate of pay in effect for each position. This, as 
well as the breakdown according to the three length of service classifica- 
tions, has been omitted in the composite report for purposes of simplicity 
and ease of comparison. Copies of the individual chapter summaries, in- 
cluding these additional details, have been reproduced and distributed to 
(Turn to page 32) 
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ABOVE: 


DRESSED-UP SELF-FILLING Kerr Changepoint desk and pocket 
pens are announced by W. W. Kerr Pen Co., Tulsa, Okla., as an 
addition to their line. “Dressing-up" consists of gold- or chrome- 
plated band on all-black barrel, enhances appearance yet adds 
only 25 cents to retail price. Set illustrated retails for $4.25; 
pocket pen retails for $2.25. New pen has same exclusive re- 
newable features as other self-filling Kerr pens; it is convertible 
for desk or pocket use, giving user two fountain pens in one. 


ABOVE: 
NEW PAYROLL MACHINE. Underwood Elliott Fisher Co., 


| Park Ave., New York, announces this new model known as 
Sundstrand payroll accounting machine. All operations are 
automatically controlled by interchangeable control plate making 
machine available for other applications when not in use on 
payroll work. Carbon bracket makes possible use of carbon 
sheet between earnings record and check stub, eliminating in- 
convenience of loose carbon. Special aligning device eliminates 
manual adjustment. Electric automatic carriage control tabu- 
lates returns, opens for removal of forms. All operating fea- 
tures are within easy reach; Sundstrand ten figure key keyboard 
is retained. 


RIGHT: 
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THIS PAY ROLL SHEET provides for an individual record for 
each employe. Combined with pay roll summary records and 
receipts, it makes up the “three books in one" designed for 
small business men by Ezykept Co., Box 475, Champaign, Il. 
Summary sheet gives employe'’s monthly earning and total 
wages for quarter, information necessary for federal reports. 
Receipt has space for social security record, shows each em- 
ploye's total wages earned. The company also has income and 
expense records, social security pay roll record books for 6 
or 25 employes for one year. 
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ABOVE: 


THIS NEW EXECUTONE executive station of advanced design 
provides high power for contacting selectively up to 20 sub- 
stations or paging all simultaneously. Natural 2-way conversa- 
tions are instantly possible. Substations can be private or remote, 
permitting conversation with man many feet from station.. Super- 
powered directional trumpet-type substations are available for 
noisy locations or long-range sound coverage. Station is ten 
inches high, twelve wide, nine deep, is h d in tically de- 
signed walnut finished cabinet. Earphones can be added to this 
model; red buttons facilitate paging. From Executone Corp., 
415 Lexington Ave., New York. Additional information, engineer- 
ing survey and advice available on request to company or repre- 
sentatives. 


PAY ROLL RECORD sss remmuren___ 
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ABOVE: 


MORRISET SINGLE UNIT desk pen manufactured by Bert 
M. Morris Co., 913 S. Olive St., Los Angeles, Cal. Obtainable 
in all colors, unit comes equipped with pen, bottle of ink, and 
refilling funnel, at $3 and $4. Case is of unbreakable, non- 
inflammable Tenite with nonskid bottom. Also available in twin 
sets in maroon, ebony, combination, or two-tone. 


ABOVE: 


NEW KISCO CIRCULAIR. The line of 1942 Kisco Circulair 
air recirculators displayed at the recent NSA convention in 
Chicago featured the familiar table top design originated by 
Kisco Co., Inc., 39th & Chouteau Sts., St. Louis, Mo. Both 
standard and deluxe models are offered in a wide choice of 
colors and finishes. Kisco guarantees delivery of orders placed 
before December first, assures protection against price advances. 


ABOVE: 


GUTH INDIRECT FLU-O-FLECTOR is new luminaire develop- 
ment designed by Edwin F. Guth Co., St. Louis, Mo., to provide 
indirect illumination with efficient fluorescent light source. Fin- 
ished in pale ivory, unit has attractive lines. Shape of reflector 
makes possible wider light distribution which eliminates "hot 
spot” of light. Flu-o-Flector has "300° White” inner reflector 
affording high light efficiency; bottom is easily removed for in- 
stallation, servicing. Unit accommodates 2-40, 65, 100 watt lamps, 
is available with single or double stem hangers, can be mounted 
individually or in continuous rows without use of extra parts. 


LEFT: 


EXECUTIVE POSTURE CHAIR. This swivel chair has a seat 
191/44 inches wide, 17!/, deep, is upholstered in genuine leather, 
artificial leather, Mohair frieze fabric, or Bedford cord over a 
rubberized cushion 2'/2 inches deep at edges, 3 in center. 
Form-fitting back is adjustable, has spring tension. Frame is of 
square tubular construction on a new patented streamlined base 
with shielded casters. Scuff plate is full length, satin chrome 
plated. From Sturgis Posture Chair Co., Sturgis, Mich. 


ABOVE: 


NEW MEMO-CALENDAR PAD. Wilson Mem Index Co., 
163 St. Paul St., Rochester, N. Y., has announced a new line 
of Daydex Memo-calendar pads for home and office. Outstand- 
ing feature is new “visible week" principle whereby appoint- 
ments for full week are seen without turning page. Model E, 
shown, features arrow date pointer on calendar, provides space 
for week's memos on one page. In black and bright metal, this 
retails for $1.25. 
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Met LIGHTING in the 


OFFICE LAYOUT 


No. I. Lighting Principles 
and Adaptations 


By Kenneth H. Ripnen 
Kenneth H. Ripnen Co... Ine... New York 


type of source of light supply have all been changing 

so radically in the course of the past ten years that 
scientific planning of office lighting accounts form a large 
and increasing part of the expenditure for modern office 
layout and equipment. 

The basis of success in office lighting starts with knowl- 
edge of the fundamental principles. In installing or 
changing electric fixtures one has to do with one of three 
basic lighting methods. 


These are the following: 


ic standards of lighting, fixtures for lighting, and the 


(A) Direct: The direct type of electric fixture — de- 
signed to give a maximum of direct light—-permits the 
light to pass directly to illuminated areas. 


(B) Indirect: The indirect type of electric fixture 
directs the light to the ceiling, from which it is then 
reflected downward to working surfaces. 


(C) Semi-Indirect: The semi-indirect type of electric 
fixture directs the light to the ceiling for indirect light 
as well as through an opening below the light source to 
add to the lighting intensity at working surfaces. 


The varied types of fixtures all break down into a few 
main classifications—the direct type fixture, the indirect 
type, and the semi-indirect type. 

(A) Direct electric lighting fixtures are usually varia- 
tions in design and construction of a globe, bowl, louvre, 
or baffles of translucent material. The direct intensity 
is sometimes increased by the use of a reflector embodied 
in the fixture to concentrate the light rays downward. 
Material enclosing the light source, such as globe, bow], 
louvre, or baffles, conceals it from the eye to eliminate 
glare, yet permits the light to pass to the working surface. 

(B) The indirect type fixture is constructed of metal 
or special opaque material, glass, or plastic reflecting 
surfaced bowls. Often there is the addition of silvered 


TOP: Installation of recessed troffers for fluorescent lighting from Edwin F. 
Guth Co., St. Louis, in a Cincinnati auditing office. 


CENTER: Another installation of Guth recessed troffers, utilizing baffles, in 
office of Little Rock Water Commission, Little Rock, Ark. 


BOTTOM: Installation of fluorescent fixtures from Silvray Lighting, Inc., Long 
Island City, New York, in the offices of Merrimack Mfg. Co., New York. 
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bulbs, and mirrored reflectors around the light source. 

(C) The semi-indirect type fixtures are constructed so 
that there is a reflecting surface embodied in the fixture 
to direct light to the ceiling, for indirect light, and either 
a translucent glass, plastic, louvre or baffled bottom to 
permit direct light to pass through to the working surface. 

The principles used are easily recognizable in the de- 
sign and construction of electric fixtures. 

There are special types of glass, treated light louvres, 
and reflectors that are designed for producing more effec- 
tive results in each of these methods. 

Today the amount of light recommended for office work 
is almost three times that called for ten years ago, and 
in the manufacture of electric light fixtures the design 
and construction involved in meeting this change have 
to overcome other problems than just increasing the light 
sources in the fixture. 

In direct, indirect, and semi-indirect lighting, the incan- 
descent bulb used as the light source tends to get too big 
for good fixture design, if today’s intensities are planned 
for. And the bulb tends also to give off too much heat 
for the translucent materials shielding it. The heat may 
affect the workers’ comfort and increase air-conditioning 
cost, the higher light concentration tends to create glare, 
and as compared with the new developments in fluores- 


(Turn to next page) 


TOP: Silvray Lighting incandescent fixtures installed in drafting room of 
Consolidated Edison Co., New York. 


CENTER: Westinghouse fluorescent strip lighting units give glareless lighting 
at office of Frederick Post Co., Chicago. 


BOTTOM: Continuous open type flanged troffer fluorescent fixtures at office 
of Illinois Tool Works, Chicago. Distributed by Graybar Electric Co. 
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FOUR TYPES OF OFFICE FIXTURES 
1. Bowl type direct lighting fixture, glass or plastic. 2. Metal bowl or louvre semi-indirect lighting 


fixture (this Ripco fixture, distributed by Graybar Electric Co., was d 


d by Kenneth Ripnen). 


3. Globe type direct lighting fixture, glass or plastic. 4. Metal (or other opaque material) indirect 
lighting fixture. 


(Continued from preceding page) 

cent tubes, the bulbs do not have as long a life and are 
not as efficient. It requires expert analysis to decide 
whether the office light source is to be fluorescent or 
incandescent, and expert choice of fixture and installation 
to get the best results from the type decided on. 

If even a cursory glance is taken backward at the 
transition in office lighting in the past few years, one is 
soon convinced that the progress made is constant and 


that the lighting standards and the fixtures of today will 
inevitably and speedily become obsolete, for in this as in 
all phases of layout and equipment, the office of tomorrow 
is forever improving on that of today. This constant 
development makes vigilance necessary, if the march of 
time is not to leave one’s office far behind in this essential 
matter of lighting. 


(This is the first of two articles on lighting by Mr. 
Ripnen. The next will appear in the December issue.) 


National Survey of Office Salaries 


(Continued from page 27) 
the chapter membership in each instance, however, so that 


this further refinement of the data has been possible 
within the community. 


March to May, 1941 


The material presented represents the salary rates in 
effect during the period from March to May, 1941. Natur- 
ally, it was not possible to get all the data as of the 
same date. Also, despite the steps taken to secure maxi- 
mum comparability of the data, it has not been possible 
to eliminate all incomparable material. No doubt, in 
individual cases, some of the returns covered positions 
that do not conform fully to the standard descriptions. 
It is believed, however, that such cases are not of sufficient 
number or importance to affect the results materially. In 
some instances, also, there are supplementary compensa- 
tion plans in effect either in the form of a bonus or a 
profit sharing plan. Several companies reported such 
arrangements but there has been no way of reflecting 
this supplementary compensation in the statistics. 

The average rates of pay reported throughout represent 
the arithmetical average in every case. 

It is believed that this report provides as comprehensive 
and up-to-date a collection of salary data for office workers 
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as is available and that the statistics presented will permit 
some interesting and useful comparisons. The following 
uses are suggested: 


Utilization of the Material 


(1) Comparison of the rates in effect in an individual 
company with the composite or average rates of other 
business concerns in the community to indicate the extent 
to which a company’s salary scale is in line with the 
market. 

(2) Comparison of salary scales between communities 
and regions to establish the extent to which salary differ- 
entials exist. 

(3) Comparison of statistics according to size of com- 
munity to establish whether there is any relationship 
between these factors. 

(4) Comparison of the rates of pay for male and female 
employees in identical positions. 

(5) Comparison of the relative valuations placed on 
various office positions as indicated by the salary scales. 
For example, the relative rates paid transcribers, file 
clerks, stenographers, etc., might be illuminating. 

(6) Analysis of the summaries for individual chapters 
will permit, in addition, the measurement of the effect of 
length of service on salaries. 
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Use WiCKMAll 
COUPON xo RR 


Anybody can give the usual Xmas gifts 

—but YOU can give Sheaffer's Tuckaway. 
And—it's the answer to the old question: 
‘What can we give that's different AND use- 
ful, so that we and the gift will be remembered?" 


THINK THIS OVER 
When you give a Tuckaway Lifetime Feathertouch 
you give for life. Moreover, you give the only pen 
made to carry in ANY position. No clip! Carries 
in any position in vest, coat, trousers, uniforms, or in 
a lady's purse. Rounded tip on pencil won't jab 
pocket linings. Perfect for anywhere, for anybody, 
and especially for those who "have everything.” 
Get quantity prices now through your Sheaffer 
dealer or direct. 
Then—the Ever-Popular 
Sheaffer's Gifts from $1 list, up. 

From the superb dollar Fineline pencil to costlier 
Sheaffer pens and sets, Sheaffer's quality has built 
customer good will for volume users for many years. 
Useful! Beautifull DEPENDABLE! A Constant Re- 
minder of the Giver! Get quantity prices on 
Sheaffer's now for pre-Xmas dubvery’ 


W. A. Sheaffer Pen Co.—Fort Madison, lowa 
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PARTITION 
CEILING- HIGH PARTITION 


} 


C.H:SOLID PARTITION 


L i 
LOW RAILING 


y/ 
7\' Your Office Layout and Equipment can be 
| efficient, modem and up-to-date, whether 
it is in the Big City or Rural Community. 
y 


THE KENNETH H. RIPNEN COMPANY, INC. 


Can provide any one or all of the four following Office Layout 
Services. 


Aid in location studies of sites and buildings offered by real estate 
brokers, property owners, insurance companies, banks, etc. 


After a comprehensive study of your organization, flow of work 
and equipment, create for you a functional office layout. 


Prepare working drawings and specifications after approval of 
the detailed office layout to carry out the proposed scheme, sub- 
mitting detailed estimates of the costs of all work. 


After approval of the estimates, to let contracts and supervise all 
work through to completion including Office Layout, Construction 
and equipment. 


PART I LOCATION: 


PART II LAYOUT: 


PART II] BUDGETS: 


PART IV SUPERVISION: 


Without obligation we will mail you our pamphlet 
entitled “Office Layouts,” or make a preliminary 
survey and report on any phase of our work. 


KENNETH H. RIPNEN COMPANY, INCORPORATED 
OFFICE LAYOUTS FACTORY LAYOUTS WAREHOUSE LAYOUTS 
342 MADISON AVENUE NEW YORK CITY, NEW YORK 
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| PRESENT JUST THEN 


BEEN *"T wou 


THiumpty DuMPTY 
HAD A GREAT FALL. 


HAVE PUT HUMPTY = 
DUMPTY TOGETHER AGAIN! | 


} see one little tube does the job 
today . . . where all the king’s 
horses and men fell down. 


And thousands of office man- 
agers back this up. Duco Cement 
is a trusted standby everywhere. 
It mends practically anything— 
desks, tables, chairs— books, 
ledgers, displays—glass, leather, 


To answer the above ad use QUICKMAIL COUPON No. 37 
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metal. That’s just a rough idea. 
And the mending is easy with 
DucoCement! It’s aclear, flexible 
adhesive that holds permanently 
on practically anything except 
rubber. Even warm water doesn’t 
melt it. It’s waterproof! 


It pays its way by cutting down 
on those annoying little repair 


bills. Well worth adding to your 
next order for the stockroom. Or- 
der a carton and you won’t run 
out. Any stationer can supply you 
with Duco Cement. E. I. du Pont 
de Nemours & Co. (Inc.), Wil- 


mington, Delaware. 


REG. U.S. PAT. OFF. 


CEMENT 
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Everyone 


Can bind his own papers—Inventory 
sheets, duplicate invoices and orders, 
sales slips, or any papers necessary 
to be preserved for future reference, 
at trivial cost and in as neat vol- 
umes as the one pictured below 


Wabaco 
Storage Binders 


and Backs 


( 


A stock size binder for almost every 

size sheet and special sizes at sur- 

prisingly low cost. Ask for prices 
and full information. 


Che Wabash Cabinet Co. 


Wabash~Indiana. 


The Wabash Cabinet Co., Wabash, Ind. 
Please send us full information about your WABACO STORAGE 
BINDERS: .-* ~ shetpe ; av 


Name 


Address 


Mail the above Coupon or use QUICKMAIL COUPON No. 40 
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OFFICE OPERATIONS 


By L. A. Griffin -— . 
Johns-Manville Corporation 


Second and concluding part of an address before New York Chapter, 


National Office Management Association. First part appeared in October 
issue. 


HILE on the one hand the General Office Manager is 
aware of the routine and the special problems of the 
office, he is also in a position to know and to weigh 
the requirements of the other departments in the 

Company. For this type of organization to be successful, 
the General Office Manager’s department must be familiar 
with the needs of the organization, and sympathetic to them. 
It is obvious that the Office Manager’s staff must be tactful, 
and that it must recognize the needs of other branches of 
the business. There can be no grudging and reluctant type 
of service in this setup. It must be clear to the other depart- 
ments that the office has a real interest in meeting their 
needs; that their work must be done quickly and well, and 
that above all the customer is still there and has got to 
be served. His needs are paramount and in all of the 
office routine he has to be considered because it is his show 
after all, even though at times he may seem a little 
unreasonable. 

One great advantage of the direct tie-up with methods 
and the people using them is that in time of emergency 
quick action is possible. The present defense program is 
a case in point. This is a time when we need quick action, 
and we need long-range planning as well. It is increas- 
ingly apparent that we are going to have to make many 
adjustments in our office routines, as our draftees leave us 
to enter training. Those of us who have branches in 
Canada have already felt the disorganization resulting from 
such a program. We have had to authorize, in certain 
instances, sketchy methods to last for the duration—stop- 
gap methods that could not be satisfactory under normal 
conditions but are adequate as an emergency measure. 
The long range planning is essential in that we must keep 
the office going while some of the experienced people are 
away, and yet so carry on that there will not be too severe 
a period of readjustment upon their return. 


A Ticklish Problem 


My company had already announced to its employees, 
before the official ruling to that effect came out, that we 
would return our young men, after their period of training 
was over, to the same jobs they held before. This is a 
rather ticklish personnel problem that industry has to 
face. It is hardly fair to ask another employee to assume 
in toto the work and the responsibility of the one on leave, 
and not compensate him on the same scale and with the 
same title, if any, of the one he replaces. On the other 
hand, it is an obligation, which we have to discharge, that 
we do hold a job for the man in training, and return it to 
him when he comes back. Another member of my com- 
pany, in a speech a few weeks ago, suggested that one 
way to meet the situation is to impress the over-forty 
group into greater service. I subscribe to this view. We 
know that there are many older people in our companies, 
in positions of minor responsibility, who have adequate 
experience to undertake, for a time at least, a greater 
burden. Others of the forty-plus group, now unemployed, 
have occupied in the past positions of responsibility, and 
it is clear to everyone that their period of service should 
not be over. It will be necessary for us to draw from 
this group as well as to make increasing demands upon the 
abilities of our women employees. Our policies must be 
so set that we can distribute the work in such a way that 
the burden on each one is not too great, and the increase 
in responsibility slight enough so that a return of the 
substitute employees to his former position will not be too 
unfair when it is necessary to reabsorb those now in 
training. 

If we are careful and conscientious in limiting the addi- 
tional work and responsibility of those taking over the 
work of the ones in training, we can adjust their compensa- 
tion where it is in order to recognize good work, and still 
keep the original job, as such, unfilled and waiting for the 
job-holder to return. I don’t think we can avoid an 
ultimate increase in our payroll as a necessary result of 
the plight we find ourselves in. The most we can expect 
is to handle our personnel situation in such a way as to 
make the period of readjustment not too drastic a change 
when it comes. (Turn to page 38) 
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MR. PURCHASING AGENT, put your staff of stenographers on the 


DAWN Standard. OLD TOWN’S Curlproof DAWN does not curl even in bitter 
cold, produces clean, brilliant impressions, erases easily—costs no more than ordi- | 
nary carbon. Samples on request. — 


TO, ANSWER THIS AD 


Use QUICKMAIL | 
O18 TOWN bons 5-Corbons oars ae 
“MAKE A GOOD IMPRESSION” ¢ a. 


750 Pacific Street, Brooklyn, N. Y. 59 East Van Buren Street, Chicago 788 Mission Street, San Francisco 
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HP-6 $3.00 and $10.50 


_..@ Sengbusch Handi-pen on 
every desk—from the harmonizing 


Complete variety of styles, 
colors, and prices for 
every office requirement 


Plain or “dressed up” — 
single or double — black or 
in striking colors—the HP-6 
Series gives you everything 
you need for a 100% Handi- 
pen installation, at prices 
from $3.00 to $10.50. Hand- 
some HP-6 styling dresses up 
your office . . . basic Handi- 
pen features give your staff 
the writing satisfaction they 
have always dreamed about. 
Sengbusch “tip-in-ink” fea- 
ture provides uniform pen- 
inking; no flooding. No 
creeping of ink up to the 
fingergrip. No over-supply 
of ink to spill. Don’t be 
satisfied with old-fashioned 
desk equipment. Step up ef- 
ficiency — improve morale 
— cut down ink bills, with 
this modern writing method. 
Ask your stationer for de- 
tails of 10-day free trial of- 
fer, or write direct. 


Sengbusch Self - Closing 
Inkstand Co. 


1125 Sengbusch Bldg. 
Milwaukee a Wisconsin 


HP-670 (Preswood 
Base) $8.00 and $8.50 


HP-640 
(Genuine Two-tone 
Walnut Base) 
$5.25 and $5.50 


HP-650 
(Genuine Two-tone 
Walnut Base) 

$10.00 and $10.50 


HP-660 (Genuine Walnut Base, 
Colorful Plastic Trim) 
$6.75 and $7.00 


To answer the above ad use QUICKMAIL COUPON 6 


The job of office management is never done. There has 
never yet been a complete and up-to-date set of procedures 
which need no revision. Such a utopia would be an impossi- 
bility because every organization changes, and a growing 


| organization is likely to change with some rapidity. Con- 
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stant work needs to be done to keep methods and pro- 
cedures up-to-date. Even though there are no major 
changes going on in the organization, there is bound to 
be constant need for improvement in methods. There are 
several maintenance jobs that have to be done no matter 
how well planned the methods and procedures may be. 

One of these, and perhaps the most difficult to control, 
is that we must watch out for routine which is a hangover 
from previous practice—reports that are no longer needed, 
or control procedures that management fails to make 
use of. We get so used to routine that we are inclined 
to keep it up, if only to reassure ourselves that the world 
is the same old place and we are safe in it. 

There is the other extreme that we have to watch out 
for, and that is change for the sake of change, without any 
essential improvement. There is little point in polishing 
up a piece of machinery which is faulty in its fundamental 
operation. When we make a change in procedure, we 
ought to make it a real one. 

In writing office procedures, do not be long-winded. Say 
what has to be said with curt brevity, almost telegraphic 
in style. Do not go beyond the bare requirements of 
describing the result wanted unless clerical time can be 
saved by the manner in which the work is done, and then 
only in proportion to the clerical saving. I would write a 
single paragraph, if I could, outlining the entries to be 
made on a standard report, if two people spent only a 
half-hour each month preparing the report, but if two 
hundred clerks worked all day long at a single routine task, 
I’d write a book on how to do that job, describing and illus- 
trating each motion they were to go through, and I’d fol- 
low up to see that they did it. If a new gadget came on 
the market that would save them each a little time, I'd 
revise that procedure in full detail describing the use of 
the gadget. 


Choice of Language 


Above all, when we write procedures, we must be sure 
that the instructions are such that they can not be 
misunderstood. We must speak the language of the per- 
son who will use them. I think the proper viewpoint in 
planning a procedure is to write for the employee 
doing the job rather than to outline in logical sequence the 
flow of papers. If the procedure has to do with the routine 
the cashier follows, write it for the cashier; if the pro- 
cedure is for the order editor, write it in language the 
order editor will understand. Don’t make it necessary for 
a person receiving a procedure to have to translate it into 
his own langauge. If we do not follow this principle, the 
result is likely to be something like the following: 


A father and mother made it their practice to spend 
summers in the Saratoga region of New York State with 
their younger daughter, Mary. One day last summer, 
after the daughter had completed junior high school, in 
which she had included an introduction to Latin as a sub- 
ject, Mary wandered off and did not return home until 
dinner time, so that her mother was very worried. 

She said, “Mary, where have you been?” 

“Look, mother, look at all the money I have”—brandish- 
ing a big roll of bills. 

Her mother said, “Goodness, Mary, how much money 
have you there?! Where did you get it?” 

Mary replied, “This afternoon I went over to the Sara- 
toga Race Track and took two dollars of my allowance, 
and bet it on a horse named Invictus. I guess Invictus 
wasn’t a very good horse and nobody expected him to win, 
but he did and the men with whom I bet paid me two 
hundred dollars.” 

Mary’s mother was shocked. She said, “Mary, I won’t 
have you going to a low place like the Saratoga Race 
Track. No one of any culture and refinement ever goes 
to such a place.” 

“But mother, you must be wrong about the people over 
there, because the two gentlemen who bet against me on 
Invictus were Latin scholars.” 

“Latin scholars?! What do you mean?” 


“Well, mother, when I went up to collect my winnings 
after the race was over, one of the men turned to his 
partner and said, ‘Jeekus, Marcus, Invictus rooked us’.” 


November, !94! = 


oS a oF =: — eae  S lClCUP CLC lOO oe 
c | 
: > 
. ; f * es j 
f bi aa mas | 
es | 
. ae 
; : : : VBS 
%: real re | 
—— . 6. : | ee | 
4 div! a reel | 
¥ | 
: ‘s HP-6 Series 
. 2mm 
2 ei 
a eS Tv 
ce 2 \ 67 
. bo . 
‘ 
: e ee —E— 


To answer the above ad use QUICKMAIL COUPON No. 48 


A Bag with STEEL BACKBONE 


This fine quality MASHEK Brief Bag is a 
real companion and valet—the choice of dis- 
criminating Salesmen and Executives. 

The straps with Steel Reinforcements give it 
a backbone to “stand up.” It opens Extra 
Wide—has protected corners and is lined to 
match. 


Furnished in all price ranges. 
Very popular seller—Display NOW! 


FRANK MASHEK( eco, 


New York Office— Harold Atwood, 280 Broadway 
“Tf it’s made with Leather, MASHEK makes it better.” 
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HIGGINS 


AMERICAN 
DRAWING 


freedom from 


Offer you 


complaints 


Their smooth, even flow 
has made Higgins the 
universal choice of office 
workers, architects, ar- 
lists, draughtsmen and 
students the world over 


for 60 years. 


Buy it from your Stationer or 
Use QUICKMAIL COUPON 
No. 7 


HIGGIRS 


WIGGINSINK CO. , Inc. , 271 Ninth St. ,Bklyn, N.Y. 


373 FOURTH AVENUE*+NEW YORK 


CONFIDENCE! 


We Americans have confidence in our ability to main- 
tain democracy and our present mode of living. 


In our efforts to provide defense materials to protect 
these ideals, a pencil is inevitably used to transcribe our 
ideas into working designs on the drafting boards of 
America. 


That KOH-I-NOOR Drawing pencils are so often the 
choice of draftsmen who know pencils best, cannot be 
chance alone, but must be based on practical experience 
gained by these men over a period of years. 


Try KOH-I-NOOR today and see for yourself just 
what difference does exist. For sale at the better Sta- 
tionery, Drawing Material and Art Material Stores. 


MEPHISTO BLUE PRINT CHECKING 
PENCILS are made in six colors express- 
ly for use on blue prints. Their strong, 
smooth, full colored leads are also suit- 
able for coloring maps, charts and for 
general checking purposes. 


“THE RIGHT PENCIL IN THE RIGHT PLACE’’ describes our 
complete line of pencils. A copy is yours for the asking. 


Send QUICKMAIL COUPON No. 39 


KOH -f-NOOK 


PENCIL COMPANY INC* 
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PRESTO-The World's 
Most Popular 
STAPLER 


PRESTO J 
Time 


Savers 


Complete with , 
500 Staples 5Oc 


Streamlined—smartly styled—color finished—PRESTO Stapler 
is ideal for personal use everywhere. One customer sells 
another. Every desk worker needs this daily handy helper. 
Write for prices and be sure to ask about the New PRESTO 
Staple Remover selling at 25c—the Personal Paper Punch 10c 
—and precision-made PRESTO staples 25c—the three magic 
— of the PRESTO Stapler. Use Quickmail Coupon 
o. 18, 


Metal Specialties Mfg. Co. 


3202 Carroll Ave. Chicago, Ill. 


SPONGE RUBBER 
CHAIR CUSHIONS 


No. 31—15Y/p"x14/9"x1" 
1" SOLID SPONGE RUBBER No. 32—15"'x1634"x1" 
No. 33—17"x18"x1" 


FAIR FURNITURE COMPANY 
215 CHESTNUT STREET 
NEWARK, N. J., U. S. A. 


SALB, JOSEPH HEAD JASPER DESK 
Allen F. Joseph, former assistant manager of Jasper 
Desk Co., Jasper, Ind., was last month elected secretary 


ALLEN F. JOSEPH L. A. SALB 


and general manager of the company, succeeding his 
father, the late Louis P. Joseph, firm president who died 
recently. Dr. L. A. Salb, Jasper physician and former 
vice-president of the firm, is now its president. 


BOWMAN WITH AMERICAN STEEL EXPORT 

Victor Bowman, for the past eight years an execu- 
tive of Mohawk Carpet Mills, Inc., has resigned to become 
vice-president and a director of American Steel Export 
Co., Inc. He will be in charge of imports. 


HEDGES BUYS EFFICIENCY EQUIPMENT COMPANY 

Howard Hedges, manufacturer of files, file boxes 
and equipment, has announced purchase of Efficiency 
Equipment Co., 360 W. Superior St., Chicago. Mr. Hedges 
will continue production of the firm’s line of cabinets and 
office equipment and plans to run the company as a division 
of Hedges Mfg. Co., 2931 Wentworth Ave., Chicago. 


~*er ATCR VALET 


favored for 
National Defense Buildings 


Strictly modern, space-saving, sanitary, effi- 
cient and requiring but a fraction of the 
steel needed for lockers. Office Valet Ward- 
robe Equipment is being widely specified 
for new defense plants in all parts of the 
country. They are definitely part of every 
strictly modern office and factory. 


To answer the above ad use QUICKMAIL COUPON No. 29 
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GO AFTER THIS PROFITABLE BUSI- 
NESS. Most everywhere defense work 
is being done in both old or new 
plants, extra employees and need for 
extra floor space are creating serious 
problems for which Valet Racks are 
the complete answer—come in any 
length, fit in anywhere, accommodate 
3 persons per sq. ft., reclaim locker- 
room space for production use and 
end locker-room evils. 


Write for Catalog and Dealer 
Proposition 


VOGEL-PETERSON CO.., Inc. 
“The Checkroom People” 
1818 N. Wolcott Ave., Chicago, Ill. 


To answer the above ad use QUICKMAIL COUPON No. 43. 
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anme« ££ OR se 
i 10-DAY FREE-TRIAL COUPON! § 


f FLL it once. White for montha / 


- Sctneock wnuin 


WRITING SET! 


Writes a full 
page with- 
out dipping! 


i New. Conven- 
ient. As substan- oe 
tial as it is good : 
looking! Holds an 
average half-year’s ink- 
supply. Can’t overflow. Can’t 
ry leak. Gives you famous  gweie SET... ($250) [> 


Esterbrook pen points. Al- DOUBLE SET. ($500) 
ways ready to write! Try a 


Single or Double Set this BLACK. ....... ne 
easy way. Mark and mail GRAY........ L 
this coupon now. No obliga- WALNUT....... 
tion. The Esterbrook PenCo., MAROON...... | 
Camden, N. J. i 


Your Stationer’s Name 


ATTACH THIS COUPON TO YOUR LETTERHEAD...AND MAIL NOW! 


; AUTO HORNS 


<x PLAIN ANDO FANCY 


NOW THAT ONE PLAYS— 


“MORE PEOPLE BUY JUSTRITE 
MARKING DEVICES THAN 
ANY OTHER BRAND" 


THE LOUIS MELIND CO. CHICAGO . . . NEW YORK CITY . . . SAN FRANCISCO 


To answer the above ad use QUICKMAIL COUPON No. 27 
November, 1941 


The Daydex patent- 
ed Week-at-a-Glance 
feature permits us- 
ers to see a week's 
appointments with- 


out turning pages. 


DAY DEX tecrnnvoee Pans 


The new Daydex line is more than a 
quality memo-calendar pad line. It has 
instantly appealing patented features 
to speed and systematize daily routine. 
Already a proven seller. Nationally- 
advertised. Attractive Xmas boxes. 
Write for details and discounts. 


ALL DAYDEX PATENTS NOW OWNED 
BY WILSON MEM INDEX CO. 


MODEL S DAYDEX for business 

and professional use. Week- 
at-a-Glance prin- 
ciple. Hammered 
silver type cover, 
$1.75. Model D, 
brown Leather- 
ette cover, 
$1.75. Model A, 
black cover, 

1.25. 


MODEL R-4 DAYDEX 

For professional use. Brown 
Leatherette binder and 4 tan 
quarterly books. Week-at-a- 
Glance principle. Sheets for 
simplified bookkeeping system, 
$3.50. 


MODEL E DAYDEX 

For home and office. One page 
carries week's appointments. 
Patented date pointer. Brown 
and aluminum, $1.25. 


AUTO PERKYPAD 

With dashboard suction pad. 
Convenient press tab. Sheets 
for memos, auto expenses, etc. 
Brown binder, 50c. 


FWILSON MEM INDEX CO. 
122 St. Paul St., Rochester, N. Y. 


NO TROUBLE—NO WASTE | 


NO SHARPENER-—NO KNIFE 


» eS 


To answer the above ad use QUICKMAIL COUPON No. 42 
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No. 2425 
(No, 2825 same except has 
solid back) 


Just two of many popular, square tubular, steel chairs. 
Note streamlined base with shielded casters (patents pend- 
ing). Caster swivels within the base itself. 


Send Quickmail Coupon No. 21 for Catalog. 


STURGIS POSTURE CHAIR COMPANY 
STURGIS, MICHIGAN 


PUNCH FOR PROFIT 


CHALLENGE 
SIEBER 
PUNCH 


@ It’s easy to do your paper punching with this 
handy, accurate, economical punch. It has self-sharp- 
ening dies that are quickly adjusted—plain figures on 
the nickel-plated table for fast setting of dies and 
guides — adjustable side and back-gages for positive 
precision. Open sides permit the punching of sheets 
larger than the rated capacity of the unit. 


Challenge-Sieber Punches are made in five models: 
Standard Hand Lever, Junior Hand Lever, Tandem 
Hand Lever, Multiple Foot-Power, and Tandem Foot- 
Power with capacities from 812 to 19 inches between 
centers; also Heavy Duty models in hand and foot- 
power. Ask for data. 


THE CHALLENGE MACHINERY CO. 


Main Office and Factory: Eastern Sales Office: 
GRAND HAVEN, MICH. 50 Church Street, NEW YORK 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


NOMA DISCUSSES EMPLOYMENT STANDARDS, 
AIR RAID PROTECTION 


At the October meeting of the New York Chapter 
of the National Office Management Association, Howard L. 
Davis of Brooklyn Polytechnic Institute was chairman 
of a panel discussion on the subject: “Should our employ- 
ment standards be modified in view of present labor con- 
ditions?” On the panel were: Ernest R. Esch, National 
City Bank; W. W. Stewart, Southeastern Cottons, Inc.; 
Frank Rowland, Life Office Management Association; 
Dwight Bracken of Fordham University. 

William J. Barrett, Metropolitan Life Insurance Co., 
was chairman of the November meeting, at which air raid 
protection for office personnel, property, and records was 
considered. Speakers included N. H. Wentworth, Home 
Insurance Co.; Herbert Katzki, American Joint Distri- 
bution Committee; Mr. Finden of the British Purchasing 
Commission; and Walter Yoos, Southeastern Cottons, Inc. 
Both Mr. Wentworth and Mr. Katzki spoke from actual 
experience in evacuating entire organizations before and 
during the Nazi invasion of the Low Countries and France. 

Subject for the chapter’s next meeting, to be held at 
the Belmont Plaza Hotel on December 17th, is “Training 
for Junior Management.” Ordway Teed will be chairman 
of the meeting, and Mary Cushing Niles of the U. S. Civil 
Service Commission will be the principal speaker. 


IBM EARNINGS GAIN 


Net earnings of International Business Machines 
Corp., 590 Madison Ave., New York, for the nine months 
ending September 30, 1941, were $13,217,217 after deduct- 
ing $2,310,926 blocked foreign net profits but before pro- 
viding for U. S. Federal and Canadian taxes. They com- 
pare with net earnings for the corresponding 1940 period 
of $8,958,779 after deducting $1,479,455 blocked foreign 
net profits applicable to that period, an increase in net 
earnings of $4,258,438. 


OFFICE SUPPLY EXPORTERS ELECT 


At their recent annual meeting American Office 
Supply Exporters elected the following to the directing 
committee: Charles W. Applegate, chairman, Esterbrook 
Pen Co.; Charles Linn, vice-president, Bates Mfg. Co.; 
David Manley, secretary, Modern Stationer; George Nick- 
laus, National Blank Book Co.; D. W. Phillips, LePage’s 
Inc.; Garrett Roberts, Weldon Roberts Rubber Co.; Albert 
M. Sasso, C. Howard Hunt Pen Co.; H. M. Trowern, Co- 
lumbia Ribbon & Carbon Mfg. Co.; R. Valle, Hotchkiss 


Sales Co.; A. D. Wyckoff, Jr., American Writing Machine 
Co. 


WILSON HAS NEW MEMO-CALENDAR LINE 


Wilson Mem-Index Co., 163 St. Paul St., Rochester, 
N. Y., announces a new line of Daydex Memo-Calendar 
pads for home and office, having recently acquired all 
Daydex patents from Manzler Publishing Co. Miss F. E. 
Schreiber, Wilson manager, established something of a 
record in securing the new line: its inventor showed it 
to her on a Friday morning, and by Sunday she had vis- 
ited his plant, looked over his stock and equipment, dis- 
cussed production problems, had an agreement drawn up 
and signed, and closed the deal. 

Outstanding patented feature of Daydex is the new 
visible week principle whereby user’s appointments for a 
full week are visible without turning any pages, yet al- 
lowing a full page for each day’s appointments. Addition 
of this new line climaxes 36 years of business in the 
stationery and gift field by Wilson Mem-Index Co. and 


completes a line of personal efficiency helps in use through- 
out the world. 


November, !94! 
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is a greater 


in Respirat 


types of so- 


the effectiveness of the ventilating system. 
Respirator Cushions do not depend upon the micro- 


scopic air 


ventilation is accomplished by a mechanical process 
of compression of cups molded in cushion which 


actually pu 


lateral tubes. 


RESPIRATOR—The most asked-for-by-name seat cush- 
ion on the market. 


Respirator 


L. 


KEEPS 


Little late for gift items? Tut-tut, never too late to remind 
you of the "gift that keeps on giving!" 
Sharpeners give year-round service. 
the handle, every perfect point, every efficient operation 
brings to mind the donor. 
push Bostons for gift-sales!_ Economical to purchase and to 


operate; safe, 


famous 15 Cutting Edges . 
with gifty Bostons! 


BOSTON 


PENCIL SHARPENERS 


November, 1941 


“Just as good as a 


Respirator Cushion” 


or Cushions than complimentary to the 
cushion referred to. 

If ventilation is an advantage, 
Respirator Airolated Cushion is far superior to other 


endorsement for the principles incorporated 


CARBON 
PAPERS 


For 
Distinguished ' 


Service to 


then assuredly a 


called ventilated cushions in proportion to 


cell structure for ventilation as instead 


mp air out of and into cushion through Bitstiness 


In SUPER-KOTE and TYPOCRAFT Carbon 
Papers are built all of the most desirable qualities sought 
by carbon paper buyers. Their qualities are absolute per- 
manency, together with clean, precise, non-smearing 
copies. 
GUARANTEE: Should Codo products not prove satisfac- 
tory, purchases will be replaced or payment refunded. Codo 
Carbon Papers are guaranteed not to deteriorate for 5 
years from sale. Records made with Codo Carbon Paper 
last as long as the paper on which they are made. 


CODO MANUFACTURING CORP. 


509 South Franklin Street 270 Lafayette Street 
Chicago New York 


Cushions are covered by Patent No. 2,0°~ 712 


M. BICKETT COMPANY 


WATERTOWN, WISCONSIN, U. S. A. 


Factory: Coraopolis, Penn. 


To answer the above ad use QUICKMAIL COUPON No. 26 


ON GIVING 


Boston Pencil 
Every easy turn of 


Why Tolerate "Slow Pokes?”’ 


Outdated, time-wasting record keeping 
methods and equinvment can be costly 
brakes on the efficiency of any business. 
Check your record keeping equipment 
today and replace obsolete, “‘slow-poke” 
items with new, up - to - the - minute 
Cesco binders and forms. Over 5,000 
items for most every record keeping 
requirement. 


SEND FOR OUR CATALOG 


Write on your business stationery fox 
free illustrated catalog of the entire 


CESCO Line, or use QUICKMAIL 
CQUPON NO. 47. 


Our National Users Discount Plan Will 
Save You Time and Money 


The C.E. SHEPPARD CO., 


44-09 215! Street,~ LONG ISLAND CITY, N.Y. 


So, it's smart and sensible to 


sure and speedy in action with Boston's 
. . you'll swell holiday sales 


Model L—the most rea- 
sonably-priced: Boston 
Pencil Sharpener — Com- 
bines all the virtues of 
this great device with no 
expensive furbelows. Dis- 
play it for sure-fire gift 
sales. 


C. Howard Hunt Pen Co., Camden, N. J. 


OFFICE EQUIPMENT DIGEST 
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COOK’S “st 


“Every Cook Product Unconditionally Guaranteed" 
Pry 3 rr) 8 2 20 a za 2 6% ” OF “4 


FILE SIGNALS 


WILL NOT RUST OR TARNISH — 12 PERMANENT NON-CHIP ENAMEL COLORS — EASY 
TO ATTACH, SHIFT, OR REMOVE YET THEY STAY FIRMLY IN PLACE — MANY PAT- 
ENTED FEATURES—TYPES FOR EVERY MODERN FILING SYSTEM 


Use Quickmail Coupon No. 10 for Card of Actual Samples Free—THE H. C. COOK COMPANY, 1|8 BEAVER ST., ANSONIA, CONN. 


vit 


Gri \ 


the purest 
paper cement 


a solution of highest quality raw materials, 
made under strict laboratory control; there- 
fore always uniform, always dependable. 
NON-INFLAMMABLE. Ask your supplier 
or write for sample Kit to Harriman-Welts Products Co., 
200 Summer St., Boston, Mass. 


Mr. Purchasing Agent... ! 


There are two good reasons why you should use the ~ 
ferred Daco Filing Supplies and Forms in your office . 
QUALITY—PRICE. Daco has always sold quality mer. 
chandise at reasonable prices. 


COMPLETE LINE OF FILING SUPPLIES 
® Filing Systems ® Filing Folders 
@ Printed and Ruled Stock Forms ® Guides and Indexes 
® Special and N.C.R. Forms @ Bank and Insurance Forms 


Manufacturing Specialists for a 
Quarter of a Century 


“RSee THE DACO CARD « INDEX CO 


9 FEDERAL COURT + BOSTON,MASS 


In Many Ways It Pays to 
Insist on the “Original” 


PUSH-PINS 
F PUSHLESS HANGERS 
MAPTACKS 


Itpays,not only because these indispensable MOORE 
products are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide variety. 
PUSH-PINS with glass or metallic heads. PUSH- 
LESS HANGERS in 4 sizes. MAPTACKS of all 
sizes and shapes, colors and styles. Illustrated and 
g described in the MOORE Catalog, which will be 
— to you upon request. 


bane Your Stationer Can Supply You 
wists MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 


HEYER Quah 


GELATIN ROLLS & FILMS 


FOR HEYER, 
DITTO, VIVID, 
_ STANDARD, Etc. 


WRITE FOR PRICES 
THE HEYER CORPORATION - CHICAGO 


GOLD- 
STAMPING 
MACHINES 
You can goldstamp Names, Addresses, 
Fraternal Emblems, Army-Navy In- 
signia, Monograms, College Crests, 
ete.—right in your own 
store or factory with 
KWIKPRINT! 


REAL 
ECONCMY 
PERFORMANCE 
KWIKPRINT is precision de- 
signed and built to ‘‘take’’ the most 
sruelling production schedule. Your work 
». is always in plain view, avoiding costly spoil- 
™ age. The choice of thousands of careful buyers. 
WRITE TODAY for general catalog showing 
4 all-purpose models and large assortments of brass 

type, type cases, monograms, emblems and leaf. 


© 77 41 | ee 


605 W. Washington Blvd. Dept. G.T. Chicago, Ill. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


Personal Systematizer 
_ for Every Individual 
in Every Occupation 


CESS FOR 36 YEA RS 


Full Information and Quantity Prices 


WILSON MEM INDEX CO., 143 ST. PAUL SI., ROCHESTER, N. Y. 


November, !94! 
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EASY — QUICK — ACCURATE — 


irs CLIX! 


THE MODERN PUNCH 
That Speeds Office Work 


At last—a three hole punch has been created for three 
ring binder users. Small enough to be used in the hand, 
it eliminates the use of the bulky office table punch or 
having to mark off three places and punch one hole at 
at a time. Punches all three (3) holes at one time. 
CLIX is priced at $3.00 each at your stationer. 


Send QUICKMAIL COUPON No. 36 for descriptive circular. 


NEW ENGLAND 


PAPER PUNCH COMPANY 


95 Washington Avenue NATICK, MASS. 


If you'll mail in the coupon 
we will be pleased to 
advise you what we can ship. 


se QUICKMAlL 


COUPON nolKXy 


REBUILT, REFINISHED, GUARANTEED 


Kardex, Acme, systems in cabi- Comptometers Dictating 

Post Index, nets, panels and Addressographs Machines 
Globe Wernicke book units. Multigraphs Mimeographs 
and other visible Calculators 


UNIVERSAL OFFICE 
EQUIPMENT CoO.., INC. 


“The House That Confidence Built’’ 
561 Broadway New York City 
Cable "Uniquip"—New York 


DICTATING CYLINDERS 


a ng 
‘RECORD COMPANY 


104-114 South Fourth Street Brooklyn, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 28. 


MAILERS’ FACTS 
@ Six Stories Of Office Machines. 
@ "One Source Buying" 
@ Low Prices . . . Best Values 
@ All Machines Guaranteed 


Send for GIANT NEW FREE CATALOG 
listing hundreds of office machine buys. 


SAVE ON 

@ Addressograph @ Adding Machines 
@ Elliott @ Calculators 

e Mi 9 phy * Cc. + ters 

@ Multigraph + Check Writers 

@ Sealing Machines @ Dictaphones 

@ Folding Machines @ Bookkeeping Machi 


@ Mailing Machines @ Supplies, Etc. 


MAILERS SERVICE & EQUIPMENT CO. 


38-40 W. I5th St. (Mailers Bidg.), poe. 3 - New York City 
Cable: MAILSERV, N. 


| The Technygraph, TECHNY, ILL. 


POSTERS 
PRICE Tacs 
BUULE tins 
NOTICES 
LETTERING, 
MOE TITLES 
SIGNS Etc 


COMPLETE IN EVERY DETAIL! cE 


@ THE MASTER PRINTER KIT, Pee above 
consists of an adjustable drawing board, self-locking 
T-Square, large bottle Master Printer Black Drawing 
Ink, Lettering Guide, and Pen. 


@ THE MASTER PRINTER KIT is a set of many 
uses. Its 60 different lettering guides offer styles suitable 
for making PRICE TAGS, SHOW CARDS, AN- 
NOUNCEMENTS, DIPLOMAS, STAMP PAGE LET- 
TERING, NEGATIVE TITLES, BLUE PRINT TITLES, 
MOVIE FILM TITLES, LAYOUTS, MASTER COPIES 
FOR MULTIGRAPH DUPLICATOR, etc., etc. 


Write today for descriptive circulars. 


November, 194! 
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O’MALLEY LEAVES MURPHY CHAIR; 
THOMPSON IS NEW SALES MANAGER 


Robert J. O’Malley, for many years sales manager 
of Murphy Chair Co., Inc., Owensboro, Ky., will be on 
leave of absence until January lst to obtain a much-needed 
rest. After that date he will locate in a position requiring 
less vigorous application, since he has been in ill health 
for many months. In announcing his departure, Gleason 
Murphy, Jr., president of the firm, wrote, “the company 
is losing the services of one of its most valuable and com- 
petent executives.” Taking over sales management is 
Gilbert M. Thompson, formerly sales manager of Knox 
Stove Co., Knoxville, Tenn., also associated at various 
times with Anchor Stove & Range Co., New Albany, Ind., 
and Kalamazoo Stove Co., Kalamazoo, Mich. He has had 
wide experience in the retail furniture field, knows fac- 
tory and office methods well. 


DEFENSE HANDBOOKS AVAILABLE 


Two important defense handbooks, one summariz- 
ing all price and priority regulations to date, the other 
listing every product subject to export control, have just 
been published by the New York Journal of Commerce, 
63 Park Row. These, in handy tabloid form, are available 
from the publisher at 10 cents each, as are a limited supply 
of OPM and OPA order texts as published in the columns 
of the Journal of Commerce. 


KEWAUNEE HAS NEW CATALOG 
The Dawn Mamafaclurng Corp. Kewaunee Mfg. Co.’s metal division, Adrian, Mich., 


“DIVISION OF THE has a new catalog on its line of automatic-adjustable stools 


HALL-WELTER co, INC. and chairs for factory, laboratory, and school use. Fea- 


16 CHAMPENEY TER. ROCHESTER, N. Y. ture of the catalog is a double page spread of cuts showing 
Kewaunee equipment in use in some twenty different 
For further information use QUICKMAIL COUPON No. 35. schools, colleges, hospitals, manufacturing plants. 


THEY AlL SAY * YES 
PREFER ENC/LS 


Se A 


Let us tell you more about the merits of 
TEMPO FILM. Write for details of exclusive 
c™ dealer plan. 


MILO HARDING COMPANY 


435 West Pico Blvd., Los Angeles, Calif. 
416 Commonwealth Annex, Pittsburgh, Penna. 


To answer the above ad use QUICKMAIL COUPON No. 33 


CARBON PAPERS 


and . 
INKED RIBBONS 


For QUICK Communication 


Use the ready-made QUICK- us SA feed ssure economy and effcioncy in 
MAIL Reply Coupons Follow- TENOD every office. 


FOR quality, service and satis- 


ing Page 20 of this issue. X 2 Y fection buy WRITE. 


Send for free samples and prices. 


WRITE 


INCORPORATED 


WRITE Brand products fill the 
most exacting requirements. 
More clean, clear impressions 


It takes only l minute plus Ic to make an inquiry! 


420 Lexington Ave. Factory: 
New York, N. Y. Bridgeport, Conn. 
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yo > finest factory rebuilt a 
Master Grade 


“Speed Margin” 


UNDERWOOD 


Write for delivery dates and latest prices. 


The WHOLESALE TYPEWRITER (CO. 


Only Authorized Rebuilder of the Underwood 


155 SIXTH AVENUE NEW YORK CITY, U.S. A. 
Cable: Saletype 


(BERNGRD ) 


TRASE mage 


BERNARD MASTER “CUTTER” PUNCH 


A light efficient punch used in con- 
junction with flat double pointed pa- 
per fasteners. It easily cuts 44” slots 
in sheets of paper for the insertion of 
fasteners. We also make a No. 172 
punch to cut 4” slots. 


Every office should have one of these 
most convenient tools that last for 
many years of service. All dealers 
have them. 


Use QUICKMAIL COUPON No. 8. 


THE WM. SCHOLLHORN CO. 


New Haven Connecticut 


No. 170—5''—4,"" Slot 


i 
for tight, solid adhesions. Safer, 
cleaner, more sanitary. 
This model has generous 3” brush that 
properly i larger lop as well 
as regular office size. Nickel plated, ename‘ed. 
——_ Galvanized, rust proof tank. Low retail 


Sole Distributor 4 w KELLOGG SALES CO. Waltham, Mass. 
Manufactured by BETTER PACKAGES, Inc. Sheiton, Conn. 


Products of Merit 


@ Drafting Kits 

@ Protractors 

@ Tracing Papers 
@ Lettering Guides 
@ Erasing Shields 
@ T-Squares 

@ Triangles 

@ Drafting Tables 


@ Straight Edges 

@ Sandpaper Pencil Pointers 
@ Ink-Out 

@ Adhesives 

@ Typewriter Cleaners 

@ Typewriter Oil 

@ Typewriter Kits 


Prices and delivery dates on che above items will be gladly given 
upon request. 


CARDINELL CORP. 


Montclair 
New Jersey 


“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 
various types of STORAGE BINDERS. 
LENGTHS: 1, 11/2, 2, 22,3 & 42" 
Expansion Up to 71/2 inches 
Write for prices 


W. R. KLINE CO. 


440-73rd St., Brooklyn, N. Y. 


Western Distrioutors 
S. & D. Loose Leaf Co., Ltd., 
427 North San Pedro Street, 
Los Angeles, California 
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STNONYMS 


That guarantee you satisfac- 
tion from thinner leads. Only 
the genuine Threadline excels 
in quality. 


RITE-RITE MFG.CO. 


Order from the 
Originators 


CHICAGO, ILLINOIS 


SUBSIDIARY OF THE JOSEPH DIXON CRUCIBLE CO. 


ROYAL INDEX TABS 
THE TAB WITH A REPUTATION FOR QUALITY 


made in eight transparent 
solid colors: 4", %", ¥2”", 
and %," with holland linen skirt 


(NOT PAPER SKIRT). 


The Royal Index Tab Co. announces 
its 3rd Anniversary and takes this 
opportunity to express its appreciation to our custom- 
ers for their continued patronage. 
Join the Royal family for quality tabs—big profite— 
prompt service. 

Write for samples and prices. 


ROYAL INDEX TAB CO.., 62 Cooper Sq., New York City 
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Use QUICKMAIL 


COUPON of 


CHICAGO 
72-82 W. Washington St. 
'W. G. HURDLE, Manager 


BOSTON 
115 Federal Street 
W. C. WITTE, Manager 
MINNEAPOLIS 
320 Fourteenth Ave. S.E. 
E. B. CHAPIN, Manager 


591 Mission Street 
Cc. F. LEYDIG, Manager 
LOS ANGELES 
406 South Main Street 
H. A. ANDRE, Manager 


s V” plant... 
MEO comer 


Seine 


cael 


mean SERVICE 


W. are not bothering our heads about priorities, bottlenecks 
or any other negatives. We are concentrating all our 
energies upon the one POSITIVE ... keeping service to our 
patrons as nearly normal as the times permit. Our recently 
modernized plant and our centrally located branches are 


helping a lot. Work with M & V........ 


For Purchasing Agents, Controllers, Office Managers 
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Now that the great Defense Program is rushing along, 
Government and Industry are both depending on Bates 
to speed-up the ever increasing flood of paper work. 
We are doing all in our power to meet the demand 
which is coming through Bates Dealers the country over. 


Bates Numbering 
Machines 


The standard of quality for 
over 50 years. Made in 
different models to meet 
every requirement for hand Bates Stapler (Model B) 
numbering. Makes its own staples, 5000 
in one loading, can’t jam or 
clog. The dealer’s stapler; not 
sold by direct canvass. 


Bates Eyeleter 


New and improved me- Bates Perforator 
chanical principle assures 


100% automatic feed. Indis- 
pensable to law firms and 
insurance offices. 


Reasonable in price. Easy 
action. Steel punches for 
greater cutting power. 
Largest waste container. 
Saves desk space. 


Bates Munkee 
Stamp Pads 


New construction allows 
you to take out and re- 


2 verse the filler in a jiffy. 
Bates Dialist The quality pad that does 


away with tin box price 


The most fascinating indexing device 
on the market. Dials like a phone. 


competition. 
Cover pops open and there is the list 
you want. 
Use QUICKMAIL ~ at Lag 
COUPON oy BT My 


THE BATES MFG. CO., ORANGE, N. J.; NEW YORK OFFICE, 30 VESEY ST. 
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OF WAITING... 


Purchasing is a difficult task under any 
business condition. Many things. must be 
considered...economy, utility, long life and 
efficiency. And...after a purchase order 
comes out of so much consideration, it is 
not exactly pleasing to learn that delivery 
must be delayed. | 


But facts are facts! Right now metal is 
needed for purposes of defense. While you 
are signing the requisition for a needed 
office equipment item, the government is 
also signing a requisition for defense items. 
In both cases the material is metal. 


It takes metal to build GF Office Equipment. 
We should like to supply everything you 
have decided to purchase... but of greater 
importance to you and to us is the strength 
our nation will build through our willing- 
ness to bear the inconvenience of delay. 


it GENERAL FIREPROOFING COMPANY 


> YOUNGSTOWN: -: OHIO 


To answer the above ad use QUICKMAIL COUPON No. 5 
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